
e. asabaSvili, T. sturua 
 

 

 

 

 

teqsturi redaqtori 

Microsoft Office Word 
2007 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tbilisi 
2009 



 
2 

 

uak 681.3.06 
 
 
ganxilulia Microsoft Office Word 2007 teqstur redaqtorSi muSaobis 
sakiTxebi, maTi Seqmnis da gamoyenebis saSualebebi. detaluradaa 
ganxiluli Word-is menius  TiToeuli brZanebisa da instrumentTa 
panelis Rilakebis daniSnuleba, teqstis Cawerisa da redaqtirebis 
saSualebani. ganxilulia Microsoft Office Word 2007-sa da Word-is 
Zvel versiebs Soris arsebuli ZiriTadi gansxvavebebi.  
saxelmZRvanelo gankuTvnilia studentebis, magistrantebisa da 
informatikis SeswavliT dainteresebuli sxvadasxva dargSi momuSave 
specialistebisaTvis, romlebic TavianT saqmianobaSi iyeneben Microsoft 
Office Word 2007 teqstur redaqtors. 
 
 
 
 
 
 
  
                       
recenzenti: profesori sergo ciramua 
 
© saqarTvelos universiteti, Tbilisi, 2009 
 
wignze yvela uflebas inarCuneben avtorebi. akrZalulia aq moyvanili 
masalebis gadabeWdva, gamravleba an gavrceleba komerciuli mizniT 
avtorTa werilobiTi nebarTvis gareSe. 
 
 

 

 

     ISBN  978-9994-0-5076-5   



 
3 

 

S i n a a r s i 
 

Sesavali                               7 

1. WORD 2007-is zogadi mimoxilva         8 

saTauris zoli. swrafi wvdomis paneli da 
instrumentebis panelis zoli. menius zoli. saxazavi. 
Word-is ZiriTadi samuSao are. dokumentebs Soris 
gadaadgileba. statusis zoli. 

2. dokumentis Seqmna, Senaxva da gaxsna          24 
axali dokumentis Seqmna. dokumentis failis Seqmna. 
dokumentis failis Senaxva axali saxeliT. dokumentis 
Senaxva cvlilebis Semdeg. arsebuli dokumentis 
gaxsna. dokumentis swrafi gaxsna. dokumentis daxurva. 

3. teqstis  Cawera da daformateba         27 
teqstis Cawera dokumentSi. dokumentSi gadaadgileba. 
fragmentis moniSvna. Sriftis daformateba. abzacis 
daformateba. teqstis fonis Seqmna. formatis 
kopireba. mTeli teqstis daformatebis gasufTaveba. 
teqstSi asomTavruli asoebis stilis Secvla. siebisa 
da CamonaTvlebis Seqmna. CamonaTvalis alfavituri 
dalageba. avtoformati. instrumentebis mini-paneli. 
fragmentis axliT Secvla. fragmentis waSla. 

4. WORD-Si muSaobis efeqturi saSualebebi        43 
fragmentis gadatana da kopireba. bolo moqmedebis 
gauqmeba da gauqmebuli moqmedebis aRdgena. 
dokumentis dayofa samuSao areebad. dokumentis 
fanjrebi. komentari. fragmentis moZebna da Secvla. 
dokumentis paroliT dacva. 

5. furclis parametrebis momarTva         48 
furclis mindvris zoma. furclis orientacia. 
furclis zoma. furclis TavsarTi da bolosarTi. 
gverdebis numeracia. furclis damateba an waSla. 



 
4 

 

furclis damateba. seqciis wyvetis Casma. seqciis 
wyvetis tipebi. teqstis gadatanis reJimi. wylis niSnis 
damateba. furclis feris Secvla. furclis waSla. 
sufTa furclis waSla. teqstiani erTaderTi 
furclis waSla. sufTa furclis waSla dokumentis 
bolos. furclis bolos Casma (furclis gayofa). 

6. stili da Tema              69 

7. References meniu              80 

7.1. sarCevis Seqmna             80 
markirebis Canawerebi CaSenebuli saTauris stilis 
gamoyeneba. Tavebis nomrebis damateba. teqstis 
individualuri Canawerebis markireba. sarCevis Seqmna 
CaSenebuli sarCevis stilidan. sarCevis Seqmna ukve 
gamoyenebuli samomxmareblo stilidan. sarCevis 
ganaxleba. sarCevis waSla. 

7.2. sqolio              86 
sqolios (Footnote, Endnote) Casma. Footnote an Endnote-
is ricxviTi formatis Secvla. Footnote an Endnote 
gagrZelebis Setyobinebis Seqmna. sqolios waSla. 

7.3. bibliografiis Seqmna           89 
dokumentSi axali citatis da wyaros damateba. wyaros 
Zebna. citatis Wdis redaqtireba. bibliografiis 
Seqmna. 

7.4. obieqtebze saTauris warwera          95 
saTaurebis Casma an waSla. saTauris damateba. mcuravi 
obieqtisTvis saTauris damateba. saTauris waSla. 
saTaurebis Secvla. saTaurSi Tavebis nomris CarTva. 
saTauris nomris ganaxleba. figurebis saTaurebze 
dafuZnebuli cxrilis Seqmna. 
 

7.5. alfavituri (sagnobrivi) maCveneblis  



 
5 

 

Seqmna             102 

7.6. citatebis siis Seqmna         106 

8. orTografiuli da gramatikuli Semowmeba       108 

8.1. Tezaurusi           113 

9. dokumentis gaformeba           114 
suraTis Casma. figurebis Casma. CarCo da foni saxatavi 
arisaTvis. SmartArt grafikuli redaqtori. dokumentis 
mxatvruli teqstiT gaformeba. teqsturi `yuTi~. 
asomTavruli. teqstis Casma CarCoSi. CarCos fonis 
Seqmna. furclis Casma CarCoSi. ydis damateba. 
xelmoweris xazi. dokumentSi TariRisa da drois Casma. 
dokumentSi sxvadasxva obieqtis Cadgma. simbolos 
Camateba. 

9.1. diagramebisa da grafikebis ageba       151 

9.2. hipermimarTvebi          158 
hipermimarTvis Seqmna. hipermimarTvis Seqmna 
dokumentis, failisa da veb-gverdisaTvis. 
hipermimarTvis Seqmna axali eleqtronuli fostis 
SetyobinebisaTvis. hipermimarTvis Seqmna mimdinare 
dokumentSi gadasasvlelad. 

9.3. saniSne            161 

9.4. maTematikuri formulebis Cawera       163 

10. cxrilis Casma da Seqmna          169 
cxrilis Seqmna Sablonebis gamoyenebiT. cxrilis 
Seqmna meniuTi. cxrilis Seqmna cxrilis Casmis 
brZanebebiT. cxrilis daxatva. teqstis cxrilad 
gardaqmna da piriqiT. cxrilis striqonSi gverdis 
wyvetis Tavidan acileba. 

11. Mailings meniu            175 



 
6 

 

werilis ukan dabrunebis misamarTis momarTva. 
konvertis beWdvis opciebis momarTva. konvertis Seqmna 
da dabeWdva an Senaxva. konvertebis Seqmna da beWdva 
fostiT masobrivi gagzavnis mizniT. konvertis mTavar 
dokumentze muSaoba. standartuli werilebis Sedgenis 
ganaxleba. konvertebis misamarTebis siasTan 
gaerTianeba. monacemTa failis SerCeva. 

12. blogi                                                                                    189 

13. makrosebi            194 

14. beWdva             199 
dokumentis winaswari daTvalierebis reJimi. dokumentis 
dabeWdva. 

15. WORD 2007-is damatebiTi SesaZleblobani       203 
teqstis Semowmeba. Office Button menius Prepare, Send 
da Publish brZaneba.   
 



 
7 

 

Sesavali 

 

programaTa paketi Microsoft Office 2007 aerTianebs yvelaze 

popularul redaqtorebs. maT Soris aris Word-i, teqstur 

dokumentebTan samuSaod gankuTvnili erT-erTi saukeTeso programa.  

Word 2007 martivia momxmareblisaTvis samuSaod da 

xelmisawvdomia yvelasaTvis, radgan Sedis programa Microsoft Office 
2007-is paketis SedgenilobaSi. aqedan gamomdinare, igi savsebiT 

Tavsebadia programa Excel 2007-Tan, Access 2007-Tan, PowerPoint 
2007-Tan da Microsoft Office 2007-is paketis nebismier sxva 

programasTan. 

Word-is axal versiaSi Sedegze orientirebuli momxmareblis 

interfeisi mniSvnelovnad amartivebs muSaobas. brZanebebi da 

saSualebebi, romlebic Zvel versiebSi damaluli iyo rTul 

meniuebsa da instrumentTa panelebSi, exla martivad SeiZleba 

movZebnoT logikur jgufebad gaerTianebul brZanebebsa da 

saSualebebs Soris. dialoguri fanjrebis umetesoba Secvlilia 

SesaZlo variantTa galereiT, romelic sasurvel variantTa 

SerCevis saSualebas iZleva. 

programis erT-erT umniSvnelovanes funqciur gafarToebas, 

romelic gankuTvnilia profesionalebisaTvis, Word-Si 

`CaSenebuli~ gamoyenebiTi amocanebis amoxsnisaTvis gankuTvnili 

daprogramebis garemo Visual Basic (VBA) warmoadgens. amasTan, erT 

dokumentSi muSaobis procesSi drois ekonomiis mizniT 

SesaZlebelia qselis gamoyenebiT samuSaoTa gayofa da Sedegebis 

gaerTianeba.  

programa Word 2007-Si aris moxerxebuli daxmarebis 

qvesistema, romelic instrumentTa panelis nebismier RilakTan 



mausis maCveneblis miaxloebisTanave iZleva mokle informacias, 

xolo <F1> klaviSze xelis daWeriT SesaZlebelia miviRoT  ufro 

srulyofili informacia.  
 

 
sur. 1. aqtiuri klaviSebis mniSvnelobis gamotana 

 

Tu aucilebelia Word 2007-saTvis sxvadasxva brZanebebis 

micema klaviaturis gamoyenebiT, saWiroa xeli davaWiroT <F6> an 

<Alt> klaviSs. Sesabamis Rilakebze gamoCndeba aqtiuri klaviSebis 

mniSvneloba (ix. sur. 1), romlis saSualebiTac SesaZlebelia 

Sesabamisi brZanebis Sesruleba. 

 

 

1. WORD 2007-is zogadi mimoxilva 

 

Word programas uwodeben teqstur redaqtors. Word 2007 
programis gaSveba xdeba sxva programebis gaSvebis msgavsad: Start ⇒ 

Programs ⇒ Microsoft Office  ⇒ Microsoft Office Word 2007 
(klasikuri sastarto menius SemTxvevaSi) an Start ⇒ All Programs 
⇒ Microsoft Office  ⇒ Microsoft Office Word 2007 (Windows XP 
sastarto menius SemTxvevaSi) brZanebiT an samuSao magidaze 

moTavsebul Word 2007-is  niSnakze mausiT orjer dawkapunebiT 

(sur. 1.1).  
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 sur. 1.1. Word 2007-is fanjara 

 

gamoZaxeba SeiZleba agreTve ganxorcieldes adre ukve 

Seqmnili da Senaxuli Word-is dokumentis xelaxali gaxsnis 

saSualebiT an Start ⇒ Documents (klasikuri sastarto menius 

SemTxvevaSi) an Start ⇒ My Recent Documents (Windows XP 
sastarto menius SemTxvevaSi) brZanebiT da dokumentis saxelze 

mausis dawkapunebiT. am dros moxdeba Word 2007 programis gaSveba 

da masSi CaitvirTeba SerCeuli dokumenti. 
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sur. 1.2. Office Button RilakiT gaxsnili CamoSladi meniu 
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Word-is fanjris zeda marcxena kuTxeSi moTavsebulia Office 

Button  Rilaki, romelic cvlis File menius. am Rilakze mausis 

dawkapunebiT CamoiSleba meniu CvenTvis ukve nacnobi New, Open, 
Save, Save As, Print da Close brZanebebiT, Tumca aris kidev 

damatebuli Convert (gadaxaliseba, ganaxleba), Prepare (momzadeba), 

Send (gagzavna), Publish (gamocema) da Word Options (Word-is 
parametrebis momarTva) brZanebebi (sur. 1.2). programasTan samuSao 

sxvadasxva parametrebis momarTvis brZanebebma, romelTa Soris 

umravlesi adre SesaZlebeli iyo mogveZia misamarTze 

Tools ⇒ Options, Word Options fanjaraSi gadainacvles, romlis 

gamoZaxebac SesaZlebelia Office Button menius Word Options 



Rilakze dawkapunebiT. Tumca, magaliTad, dokumentis Senaxvis dros 

Tu gvWirdeba sarezervo aslis Seqmnis CarTva, es alami axal 

versiaSi moTavsebulia CanarTSi `Advanced~ (sur. 1.3). 
 

 
sur. 1.3. Word Options fanjris Advanced CanarTi 

 

Office Button menius CamoSlis dros pirvel gverdze, Recent 
Documents saTauris qveS CamoTvlilia adre ukve Seqmnili da Sena-

xuli Word-is dokumentebi. dokumentis saxelze mausis dawkapu-

nebiT moxdeba maTi gaxsna. aq sasiamovno siaxles warmoadgens is, 

rom Word-s SeuZlia daimaxsovros programaSi gaxsnili bolo 

ormocdaaTamde faili. SegaxsenebT, rom wina versiebSi es ricxvi 
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cxras utoldeboda. failTa ricxvis gansazRvra momxmarebels 

SeuZlia Word Options ⇒ Advanced ⇒ Display velSi. 

da bolos, kidev erTi momarTva, romelzec Rirs yuradRebis 

gamaxvileba – es dokumentis Senaxvis formatia, romelic CumaTobis 

principiT xorcieldeba. Word 2007-Si gamoiyeneba axali formati. 

masSi Seqmnili failebi, inaxeba .docx gafarToebiT. aseTi failebis 

wakiTxva Word-is wina versiebSi SeuZlebelia, amitom Tu apirebT 

gadasceT dokumentebi partniorebs da kolegebs, romlebic jer 

kidev ar gadasulan Word 2007-ze, sjobs momarToT `Senaxvis~ 

ganyofilebaSi `Word Options~-s fanjaraSi dokumentebis Senaxvis 

sxva formati, rogoricaa, universaluri _ Rich Text Format 
formatis Sesabamisi .rtf gafarToeba an Word 97-2003 document-is 
Sesabamisi .doc gafarToeba.  

Word-is programaSi muSaobis dasruleba xdeba Office Button 
RilakiT gaxsnil menius Exit Word brZanebiT an Word-is fanjris 

Close  Rilakze dawkapunebiT an <Alt>+<F4> klaviSebis 

kombinaciiT. 

Word-is fanjara Windows-is standartuli fanjaraa da aqvs 

misTvis damaxasiaTebeli yvela elementi: 

saTauris zoli. am zolis marcxena mxares gulisxmobis 

principiT aisaxeba Customize Quick Access Toolbar (swrafi wvdomis 

instrumentebis paneli), xolo centralur nawilSi im failis 

saxeli, romelTanac mocemul momentSi vmuSaobT da programis 

dasaxeleba – Microsoft Word. zolis marjvena boloSi Cans 

Windows-is fanjris standartuli elementebi (sur. 1.1). 

swrafi wvdomis paneli da instrumentebis panelis zoli. 

swrafi wvdomis paneli da instrumentebis panelis zoli aris 

interfeisis ori elementi, romlebmac Secvales wina versiebis 

 
12 

 



instrumentebis paneli. instrumentebis panelis zolis mTavari 

Taviseburebaa CanarTebis arseboba, romelTa meSveobiTac 

TvalTaxedvis areSi moqceulia mxolod brZanebebis nawili, 

danarCeni ki, erTis mxriv aseve xelmisawvdomia – iqvea, xolo 

meores mxriv ar tvirTaven samuSao ares.  

Tavad zolis zoma gacilebiT didia, vidre standartuli da 

daformatebis instrumentebis paneli, romlebic CumaTobis 

principiT Cndebodnen Word-is adreul versiebSi da romlebic 

Word 2003-Si SesaZlebeli iyo ganTavsebuliyo erT striqonadac. 

magram, zoli SeiZleba gadavaxvioT, risTvisac sakmarisia menius 

zolze mausis marjvena klaviSiT dawkapuneba da gaxsnil konteqs-

tur meniuSi amovirCioT Minimize the Ribbon brZaneba (sur. 1.4). 
 

 
sur. 1.4. menius zolze gaxsnili konteqsturi meniu 

 

samuSao are gadiddeba, magram brZanebebTan wvdomisaTvis 

saWiro gaxdeba erTi zedmeti moqmedebis Sesruleba – menius 

saxelze dawkapuneba. amis Semdeg zoli gamoCndeba da samuSao areSi 

dabrunebis Semdeg isev gaqreba (sur. 1.5). 

zols ukavia didi adgili ara marto simaRleSi, aramed 

siganeSic. misi zomebi gaTvlilia monitoris 1280 X 1024 

amoxsnadobis maCvenebelze, magram arafriT masze naklebiT. 1024 X 

768 amoxsnadobis maCvenebelSi muSaobis dros zogierTi brZanebebi 

ar Cans, da maTTan wvdomisaTvis gviwevs mausis zedmetad dawkapuneba. 
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sur. 1.5. Word-is fanjara akecili instrumentebis paneliT 

 

ase aisaxeba CanarTis zogierTi brZanebebi monitoris 

1024 X 768 amoxsnadobis maCvenebelSi:  
 

 
xolo 1280 X 1024 amoxsnadobis maCvenebelSi yvela brZanebebi 

xilulia: 

 

imis xarjze, rom zoli didia, vidre Zveli instrumentebis 

paneli, masSi gamoCnda zogierTi brZaneba, romelic adre ar iyo an 

romlis damatebac xeliT gvixdeboda. magaliTad, Rilaki 

daformatebis parametrebis swrafad Secvlis mizniT, registris 

Sesacvlelad, teqstis gadasaxazad da a. S. 

zolis arsebiTi nakli misi Secvlis SeuZleblobaa – 

arsebuli brZanebebis amogdeba an axlis damateba. aseTi funqcia 
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iqneboda savsebiT logikuri, amitom arsebobs yvela safuZveli 

imisa, rom is gamoCndeba Word-is Semdeg versiaSi. 

swrafi wvdomis instrumentebis panelze ganlagebuli 

Rilakebi imeoreben Office Button menius brZanebebs (zogjer 

gamartivebuli saxiT) da maTi daniSnulebaa momxmareblisaTvis 

saqmis gamartiveba. am Rilakebis CarTva-gamorTva SesaZlebelia 

Customize Quick Access Toolbar  Rilakze mausis dawkapunebiT 

CamoSlil fanjaraSi Sesabamisi brZanebis moniSvniT an moniSvnis 

moxsniT (sur. 1.6).  

 

 

sur. 1.6. swrafi wvdomis instrumentebis panelis CamoSladi fanjara 
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TumcaRa arsebobs swrafi wvdomis panelis momarTvis 

SesaZlebloba. CumaTobis principiT masze amotanilia sami brZaneba: 

dokumentis Senaxvis, gauqmebis da moqmedebis ukan dabrunebis. 
 

 
 

instrumentTa panelis momarTva xdeba imave fanjaraSi More 
Commands ... brZanebiT an nebismier niSnakze mausis marjvena 

klaviSiT gaxsnili konteqsturi menius Customize Quick Access 
Toolbar ... brZanebiT. am dros gaixsneba Word Options damatebiTi 

fanjris Customize CanarTi (sur. 1.8), romlis marcxena velSi 

mocemulia yvela SesaZlo instrumentebis CamonaTvali, xolo meore 

velSi – instrumentTa panelze ukve arsebuli instrumentebi.  Add 
Rilakis saSualebiT pirveli velidan Sesabamisi moniSnuli 

instrumenti SeiZleba gadavitanoT instrumentTa panelze, xolo 

Remove RilakiT amoviRoT panelidan.  Move Up da  Move 
Down RilakebiT xdeba panelze arsebuli Rilakebis gadaadgileba 

Sesabamisad marcxniv an marjvniv. instrumentTa panelidan 

instrumentis amoReba agreTve SesaZlebelia konteqsturi menius 

Remove from Quick Access Toolbar brZanebiT (sur. 1.7). 
 

  
sur. 1.7. swrafi wvdomis instrumentebis panelis konteqsturi meniu 

 

Customize Quick Access Toolbar CamoSlili fanjris Show 
Below the Ribbon an konteqsturi menius Show Quick Access Toolbar 
Below the Ribbon brZanebiT xdeba swrafi wvdomis instrumentebis 
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panelis gadatana instrumentTa panelis qvemoT, xolo ukan 

dabruneba Show Above the Ribbon an konteqsturi menius Show Quick 
Access Toolbar Above the Ribbon brZanebiT.  

 

 
sur. 1.8. Word Options fanjris Customize CanarTi 

 

menius zoli. CumaTobis principiT menius zoli Sedgeba 

menius Svidi punqtisagan – Home, Insert, Page Layout, References, 
Mailings, Review, View. TiToeuli maTgani Seicavs logikur 

jgufebad gaerTianebul Word-is brZanebebsa da saSualebebs. amaT 

garda, sxvadasxva brZanebis Sesrulebis momentSi mas kidev SeiZleba 

daematos sxva meniu Sesabamisi instrumentTa panelebiT. menius 
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zolis marjvena kuTxeSi moTavsebulia Microsoft Office Word Help 

(F1)  Rilaki – momxmareblisaTvis nebismieri informaciis 

gasacemad. 

saxazavi. saxazavi gankuTvnilia furclisa da mindvris 

zomebis dasazusteblad, agreTve abzacisa da teqstis parametrebis 

regulirebisaTvis. saxazavi aris ori: horizontaluri da 

vertikaluri. maTi CarTva-gamorTva SeiZleba View menius Show/Hide 
qvemenius Ruler fanjris moniSvniT (almis dayenebiT). saxazavis muqi 

nawili gviCvenebs furclis mindvris zomebs, xolo Ria feri 

furclis im nawils romelSic xdeba teqstis Cawera. Tu saxazavis 

muqi da Ria ferebis gamyof nawilze miviyvanT mausis maCvenebels, 

igi miiRebs ormagi isris formas. am SemTxvevaSi mausis marcxena 

klaviSze xelis daWeriTa da mausis gadaadgilebiT SeiZleba 

movaxdinoT mindvris zomebis cvlileba.  

 

 
 

horizontalur saxazavze marcxena mxares ganTavsebulia 

qveviT (First Line Indent) da zeviT (Hanging Indent) mimarTuli isari 

da patara marTkuTxedi (Left Indent), xolo marjvena kuTxeSi zeviT 

mimarTuli isari (Right Indent). marcxena qveviT mimarTuli isris 

gadaadgilebiT SeiZleba abzacis pirveli striqonis regulireba, 

zeviT mimarTuli isriT regulirdeba abzacis momdevno striqonebis 

marcxena sazRvari. marTkuTxediT ki SesaZlebelia am orive isris 

erTdrouli regulireba ise, rom maT Soris arsebuli intervali ar 

dairRves. marjvena isriT regulirdeba teqstis marjvena sazRvari. 

Word-is ZiriTadi samuSao are. momxmareblis ZiriTadi 

samuSao area samuSao furceli, sadac mas Seaqvs teqsti, adgens 

cxrilebs, diagramebs, sqemebs da sxv. Word-is fails sxvanairad 
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dokumenti ewodeba. CumaTobis principiT Word-i dokuments 

Document1 (an Document2, Document3, …) saxels aniWebs. es 

saxeli aisaxeba dokumentis fanjris saTauris zolSi. Document1-i 

(an Document2, Document3, …) dokuments hqvia manam, sanam mas Cvens 

mier sasurvel, TemasTan axlos mdgom saxels ar davarqmevT.  

Word 2007-s saSualeba aqvs yoveli dokumenti Seinaxos 

rogorc Word 2007-is sabazo formatiT (failis gafarToeba .docx) 

aseve Word 97-2003-is formatiT (failis gafarToeba .doc). 

dokumentebs Soris gadaadgileba. Tu erTdroulad gaxsnilia 

Word-is ramodenime dokumenti, maSin programa TiToeuli 

dokumentisaTvis gaxsnis calk-calke fanjaras. rogorc viciT 

Windows-Si TiToeul gaxsnil dokuments amocanaTa panelze 

Seesabameba calke Rilaki. dokumentebs Soris gadarTva xdeba mausiT 

Sesabamis Rilakze dawkapunebiT an <Alt>+<Tab> klaviSTa 

kombinaciiT.  

statusis zoli. statusis anu mdgomareobis zoli aris 

interfeisis kidev erTi elementi, romelmac Word 2007-Si 

cvlilebebi ganicada da ufro metad damuSavda. mdgomareobis zoli 

area, romelic mdebareobs Word-is fanjris ekranis qveda nawilSi, 

teqstis Seyvanis aris da gadafurcvlis zolis qveS. masSi aisaxeba 

cnobebi samuSao aris da klaviaturis zogierTi mmarTveli 

klaviSebis mimdinare mdgomareobis (Caps Lock da sxv.), furclebis 

saerTo raodenobis, gverdis, striqonis da svetis nomrebis (Page 
Number, Line Number, Column), furclis sxvadasxva stilis, 

parametrebis da zomis Sesaxeb da furclisa da dokumentis sxva 

maxasiaTeblebi. igi mudam Cans ekranze.  

furclis stilis Secvla xdeba status zolSi arsebuli 

Print Layout  (dasabeWdi stili), Full Screen Reading   
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(ekranis sruli wakiTxva), Web Layout   (qseluri stili), 

Outline  (sqema) da Draft    (proeqti) Rilakebis saSualebiT.  

Word 2007-is statusis zolis, mTavar siaxles rbia Zoom 

warmoadgens. is masStabis Sesacvlelad ixmareba, romelic 

SesaZlebelia vamoZraoT an davaWiroT `plus~ da `minus~ Rilakebs, 

rac masStabis aTi procentiT gazrdis an Semcirebis saSualebas 

gvaZlevs.  
 

 
 

zemoT ganxiluli furclis stilis Secvlis operaciebi 

agreTve sruldeba View menius Document Views qvemenius, xolo 

masStabis Secvla ki imave menius Zoom qvemenius Sesabamisi 

Rilakebis gamoyenebiT (sur. 1.9).  
 

    
sur. 1.9. View menius Document Views da Zoom qvemeniu 

 

praqtikulad, mdgomareobis striqonSi yvela sainformacio 

blokebi warmoadgenen Rilakebs, romelTa daniSnulebaa brZanebebis 

swrafi gamoZaxeba. magaliTad, furcelTa raodenobis Rilakze 

dawkapunebisas ixsneba fanjara Find and Replace, romelic 

dokumentis sxva furcelze swrafad gadasvlis saSualebas iZleva. 

sityvaTa raodenobis Rilakze dawkapuneba gaxsnis dokumentis 

statistikis fanjaras, sadac naCvenebia striqonTa, abzacTa, 

niSnakTa ricxvi intervaliT da intervalis gareSe (sur. 1.10).  
 

 
20 

 

http://www.itshop.ru/level3.asp?CodeLevel2=850&Type=soft


  
sur. 1.10. dokumentis statistikis  Word Count fanjara 

 

es Zalzed mosaxerxebelia statiebis da referatebis daweris 

dros. igive fanjris gaxsna SesaZlebelia Review menius Proofing 
qvemenius Word Count brZanebiTac. Word-is wina versiebSi 

statistikis fanjris gamoZaxeba iyo gacilebiT mouxerxebeli.  
 

  
sur. 1.11. Language fanjara 
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View menius Zoom qvemenius Zoom RilakiT gaixsneba imave 

saxelwodebis dialoguri fanjara, sadac Zoom to velSi 

gadamrTvelebis saSualebiT SeiZleba avirCioT dokumentis 

gverdebis Cvenebis reJimebi (sur. 14.2). RilakiT 100% _ dokuments 

vaCvenebT Tavisi sruli zomiT, One Page _ mxolod erT gverds, 

Two Pages _ erTdroulad or-or gverds, xolo Page Width _ 

dokumentis gverds aCvenebs ekranis mTel siganeze.  
 

 
sur. 1.12. Customize Status Bar-is konteqsturi meniu 

 

Tu davawkapunebT enis amsaxvel Rilakze, gaixsneba mimdinare 

dokumentSi enis amosarCevi fanjara (sur. 1.11), romlisTvisac 

Semowmdeba orTografia da bolos, Proofing errors were found  

Rilakze dawkapunebiT, romelic uCvenebs orTografiuli Secdomebis 

raodenobas (mosaxerxebelia mxolod ucxo enasTan muSaobis dros). 
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aseve gaixsneba damatebiTi fanjara (sur. 1.13), romelSic gamoCndeba 

teqstSi SecdomasTan axlos mdgomi sityvebi da SesaZlebeli iqneba 

sityvis Semcvleli variantis amorCeva an orTografiis Semowmebidan 

misi gamoricxva.  

status zolze mausis marjvena 

klaviSis dawkapunebiT xdeba misi momarTva 

gaxsnili Customize Status Bar konteqsturi 

menius saSualebiT (sur. 1.12).  

Tu Tqven mouxerxebeli ggoniaT 

masStabis Secvla rbias daxmarebiT an 

arasodes sargeblobT orTografiis 

Semmowmebeli RilakiT, SegiZliaT 

moaSoroT es blokebi mdgomareobis 

striqonidan. amonaTebul meniuSi mogecemaT 

ara marto usargeblo brZanebebis asaxvis 

gamorTvis, aramed im brZanebebis CarTvis 

SesaZleblobac, romlebis araaqtiurni 

arian CumaTobis principiT, magram 

SesaZlebelia TqvenTvis iyos sasargeblo. 

magaliTad, SegiZliaT CarToT Caps Lock 
Rilakze daWeris, striqonis nomrebis, 

ganyofilebebis, svetebis da sxva 

monacemebis gamosaxuleba. 

 
sur. 1.13. orTografi-

uli Secdomebis 
maCvenebeli damatebiTi 

fanjara 
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2. dokumentis Seqmna, Senaxva da gaxsna 

 

axali dokumentis Seqmna. Word-is amuSavebisas avtomaturad 

iqmneba axali dokumenti. momxmarebels SeuZlia Seqmnas da 

erTdroulad gamoiyenos ramodenime dokumenti. axali dokumentis 

Seqmna SeiZleba Semdegnairad ganxorcieldes: Office Button meniuSi 

New brZanebis SerCeviT, romlis Semdegac gaixsneba New Document 
damatebiTi fanjara (sur. 2.1), romelic sami velisagan Sedgeba.  

 

  
sur. 2.1. damatebiTi fanjara  New Document  

 

pirveli velis Templates (Sablonebi) nawilSi Cven 

davinaxavT variantebs, romelic SeiZleba avirCioT, raTa SevqmnaT 

axali sufTa dokumenti, an dokumenti kompiuterSi arsebuli 

Sablonis an failis mixedviT. Tu kompiuteri CarTulia internetSi, 
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Cven SeiZleba movZebnoT is Sablonebi, romlebic xelmisawvdomi 

iqneba imave velis Microsoft Office Online nawilis saSualebiT. 

gaxsnili damatebiTi fanjris meore nawilSi gamoCndeba Sablonebis 

nimuSebi, xolo mesame nawilSi ki SerCeuli Sabloni.  

axali dokumentis Seqmna SeiZleba agreTve swrafi wvdomis  

instrumentTa panelze moTavsebuli New  Rilakze dawkapunebiT 

an <Ctrl>+<N> klaviSTa kombinaciiT.  

dokumentis failis Seqmna. failis Seqmna SesaZlebelia 

ganvaxorcieloT ramodenime gziT: avirCioT Office Button meniuSi 

Save brZaneba, an swrafi wvdomis instrumentTa panelze Rilaki Save 

 an gamoviyenoT <Ctrl>+<S> klaviSTa kombinacia, romlis 

Semdegac gaixsneba Save As damatebiTi fanjara. gamonaTebuli 

dialogis File Name velSi SevitanoT failis saxeli. Tu fails ar 

vqmniT mimdinare My Documents katalogSi, Save in velidan 

avirCioT saWiro disko da katalogi, xolo Save as type velSi 

SevarCioT Sesaqmneli failis tipi da davaWiroT xeli Save Rilaks 

an <Enter> klaviSs. 

dokumentis failis Senaxva axali saxeliT. avirCioT Office 
Button meniuSi Save As brZaneba da Save a copy of the document 
velSi avirCioT Sesanaxi failis tipi, romlis Semdegac gaixsneba 

Save As damatebiTi fanjara (sur. 2.2). gamonaTebuli dialogis File 
Name velSi SevitanoT failis saxeli. Tu fails ar vqmniT 

mimdinare My Documents katalogSi, Save in velidan avirCioT 

saWiro disko da katalogi, xolo Save as type velSi SevarCioT 

Sesaqmneli failis tipi da davaWiroT xeli Save Rilaks an <Enter> 
klaviSs. 

igive operaciis Sesruleba SesaZlebelia <F12> klaviSis 

daxmarebiT. 
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sur. 2.2. Office Button RilakiT gaxsnili CamoSladi menius Save As 

brZaneba 

dokumentis Senaxva cvlilebis Semdeg. mexsierebaSi ukve 

arsebul failSi Setanili cvlilebebis dafiqsireba xdeba Office 
Button menius Save brZanebiT an swrafi mimarTvis  instrumentTa 

panelis Save  Rilakze daWeriT an klaviSTa kombinaciiT 

<Ctrl>+<S>. 
arsebuli dokumentis gaxsna. ukve arsebuli dokumentis 

gasaxsnelad avirCioT Office Button menius Open brZaneba an 

davaWiroT swrafi wvdomis  instrumentTa panelis en Op  

Rilaks an gamoviyenoT <Ctrl>+<O> klaviSTa kombinacia; 

gamonaTebuli dialogis fanjris CamonaTvalSi movniSnoT failis 
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viSs. 

saxeli an avkrifoT File Name velSi failis axali saxeli. Tu 

faili ar imyofeba mimdinare katalogSi, misi adgilsamyofeli 

davazustoT Look in, xolo failis tipi Files of type velidan da 

xeli davaWiroT Open Rilaks an <Enter> kla

dokumentis swrafi gaxsna. dokumentis swrafad gasaxsnelad 

miviyvanoT mausi Office Button menius Recent Documents velSi 

moTavsebuli failebis CamonaTvalidan saWiro failis saxelTan da 

davawkapunoT.  

dokumentis swrafi gaxsna SeiZleba agreTve, sastarto menius 

Start ⇒ Documents (klasikuri sastarto menius SemTxvevaSi) an 

Start ⇒ My Recent Documents (Windows XP-is sastarto menius 

SemTxvevaSi) kaskadSi saWiro failze daWeriT, sadac Tavsdeba bolo 

15 dokumentis sia. 

dokumentis daxurva. aqtiuri dokumentis daxurva SeiZleba 

Office Button menius Close brZanebiT an Word-is Sesabamisi fanjris 

marjvena zeda kuTxeSi moTavsebul Close  Rilakze dawkapunebiT 

an <Ctrl>+<F4> klaviSTa kombinaciiT. Tu dokumenti masSi Setanili 

cvlilebebis Semdeg ar iyo diskoze Cawerili, maSin programa 

damatebiTi SekiTxvis saxiT Segvaxsenebs am procesis Catarebis 

Sesaxeb. 

 

 

3. teqstis Cawera da daformateba 

 

teqstis Cawera dokumentSi. teqsturi tipis monacemi 

simboloTa nebismieri mimdevrobaa. Tu teqsti striqonSi ar eteva, 

igi avtomaturad gadava axal striqonze. teqstis akrefvamde unda 

ganxorcieldes Sriftis daformateba. teqstis akrefvis dros axal 



abzacze gadasvla xorcieldeba <Enter> klaviSis saSualebiT. 

asomTavruli asoebis asakrefad saWiroa gamoviyenoT <Shift> 
klaviSi. rodesac CarTuli gvaqvs <Caps Lock> klaviSi, maSin 

asomTavruli asoebi aikrifeba pirdapir, xolo patara asoebi ki 

<Shift> klaviSis gamoyenebiT. sxva simboloebis akrefvis dros unda 

gvaxsovdes, rom is simboloebi, romelic klaviSze qvemoT aris 

dawerili ikrifeba pirdapir, xolo zemoT <Shift> klaviSis 

saSualebiT. klaviSi <Tab> gamoiyeneba tabulaciisaTvis an 

cxrilSi ujredebs Soris gadaadgilebisaTvis. 

yovel dokumentSi arsebobs uxilavi markerebi, romlebic 

Seesabameba axal abzacze gadasvlas (¶), intervals (.), CamonaTvls an 

tabulaciis niSans ( ) da sxva. aRniSnuli simboloebis beWdva ar 

xdeba. es simboloebi xiluli xdeba mxolod im SemTxvevaSi, 

rodesac CarTulia Home menius Paragraph  qvemenius Show/Hide  

 Rilaki an gamoviyenebT <Ctrl>+<Shift>+<*> klaviSTa 

kombinacias. am Rilakis amorTvac imave wesiT xdeba. 

dokumentSi gadaadgileba. dokumentSi swraf gadaadgilebas 

uzrunvelyofs klaviaturis kursoris gadasaadgilebeli klaviSebi 

da maTi kombinaciebi: <→> – erTi simboloTi marjvniv, <←> – erTi 

simboloTi marcxniv, <↑> – erTi striqoniT zemoT, <↓> – erTi 

striqoniT qvemoT, <Home> – striqonis TavSi, <Ctrl>+<Home> – 

dokumentis TavSi, <End> – striqonis boloSi, <Ctrl>+<End> – 

dokumentis boloSi, <Ctrl>+<→> – erTi sityviT marjvniv, 
<Ctrl>+<←> – erTi sityviT marcxniv, <Ctrl>+<↑> – erTi abzaciT 

zemoT, <Ctrl>+<↓> – erTi abzaciT qvemoT, <PgUp> – erTi ekraniT 

zemoT, <PgDn> – erTi ekraniT qvemoT, <Ctrl>+<PgUp> – erTi 

furcliT zemoT, <Ctrl>+<PgDn> – erTi furcliT qvemoT. 
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fragmentis moniSvna. Word-Si muSaobisas jer xdeba 

fragmentis moniSvna, xolo Semdeg masze sxvadasxva operaciis 

Sesruleba. erTi fragmentis moniSvna misi gansxvavebuli feris 

CarCoTi gamoyofis tolfasia.  

fragmentis mosaniSnad saWiroa davayenoT mausis maCvenebeli 

fragmentis win da mausis marcxena klaviSze TiTis auReblad 

gadavataroT misi maCvenebeli am fragmentze. 

igives gakeTeba SeiZleba sxva xerxiTac: davayenoT mausis 

maCvenebeli fragmentis erT-erT mxares, davaWiroT xeli <Shift> 
klaviSs da Semdeg mausis maCvenebeli davawkapunoT fragmentis 

meore boloSi an davayenoT mausis maCvenebeli fragmentis erT-erT 

mxares, davaWiroT xeli <Shift> klaviSs da Semdeg TiTis auReblad 

kursoris gadaadgilebis klaviSebiT movniSnoT saWiro fragmenti. 

sityvis mosaniSnad sakmarisia mausiT orjer davawkapunoT am 

sityvaze, Tu zedized samjer davawkapunebT am sityvaze, maSin 

moiniSneba mTeli abzaci. mTeli striqonis mosaniSnad sakmarisia 

mausis maCvenebeli davayenoT am striqonis gaswvriv mindorze da 

rodesac is miiRebs marjvniv gadaxrili isris formas davawkapunoT 

mausis marcxena klaviSze. orjer dawkapunebis SemTxvevaSi 

moiniSneba mTeli abzaci. 

winadadebis mosaniSnad xeli davaWiroT <Ctrl> klaviSs da 

mausiT davawkapunoT am winadadebis nebismier sityvaze. 

mTeli dokumentis mosaniSnad saWiroa mausis samjer 

dawkapuneba mindvris nebismier adgilze an xeli davaWiroT <Ctrl> 
klaviSs da mausiT davawkapunoT mindvris nebismier adgilze an 

SevasruloT Home menius Editing  qvemenius Select ⇒ Select All 
brZaneba an gamoviyenoT klaviSTa <Ctrl>+<A> kombinacia. 



dokumentSi erTnairi formatis mqone fragmentebis moniSvna 

SesaZlebelia Home menius Editing  qvemenius Select ⇒ Select Text with 
Similar Formatting brZanebiT. 

 

     
 

    
sur. 3.1. Home menius Clipboard, Font, Paragraph, Styles da Editing 

qvemeniuebi 
 

Sriftis daformateba. Sriftis daformatebis mizniT Home 

menius Font qvemeniuSi (sur. 3.1)  isarze mausis dawkapunebiT an 

<Ctrl>+<Shift>+<F> an <Ctrl>+<Shift>+<P> klaviSTa kombinaciiT 

gaixsneba dialoguri fanjara (sur. 3.2).  

am dialoguri fanjris Font CanarTidan xdeba monacemTa 

Sriftis daformateba. Sesabamis velebSi saWiro parametrebis 

dayenebis gziT SegviZlia SevarCioT CvenTvis saWiro Font – Srifti, 

Font style – Sriftis stili, Size – zoma, Font color – Sriftis 

feri, Underline style – xazgasmis tipi, Underline color – xazgasmis 

feri, xolo Effects velSi SegviZlia avirCioT Sriftebis sxvadasxva 

efeqtebi: Strikethrough – xazgadasmuli, Double strikethrough – 

orxazgadasmuli, Superscript – zeda indeqsi, Subscript – qveda 

indeqsi, Shadow – CrdiliT, Outline – garexazSemovlebuli, 

Emboss – amokveTili, Engrave – amoburculi, Small caps – patara 

asoebic asomTavruliT, All caps – yvela asoebi asomTavruliT da 

Hidden – damaluli.  
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sur. 3.2. Font dialoguri fanjris Font CanarTi 

 

Sriftis daformatebis zogierTi operacia SeiZleba 

warmatebiT ganvaxorcieloT Home menius Font qvemenius (sur. 3.1) 

Sesabamisi Rilakebis daxmarebiTac. esenia:  (Bold) _ gamuqebuli 

simboloebi, igive operacia SeiZleba Sesruldes <Ctrl>+<B> 

klaviSTa kombinaciiT,   (Italic) _ daxrili simboloebi an 

<Ctrl>+<I> klaviSTa kombinacia,  (Underline) _ xazgasmuli 

simboloebi an <Ctrl>+<U> klaviSTa kombinacia, xolo Tu mis 

isarze davawkapunebT mauss, maSin CamoiSleba sia sadac SeiZleba 

xazis stilis SerCevac.  (Strikethrough) _ xazgadasmuli,  

(Superscript) _ zeda indeqsi an <Ctrl>+<=> klaviSTa kombinacia, 
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 (Subscript) _ qveda indeqsi an <Ctrl>+<Shift>+<+> klaviSTa 

kombinacia,  (Text Highlight Color) _ teqstis moniSvna arCeuli 

feriT,  (Font Color) _ Sriftis feris SerCeva,  ow Font) 
_ Sriftis zomis erTi zomiT gazrda, igives ganvaxorcielebT 

<Ctrl>+< >> klaviSTa kombinaciiT, 

(Gr

 (Shrink Font) _ Sriftis 

zomis erTi zomiT Semcireba, an <Ctrl>+<< > klaviSTa kombinaciiT.  

teqstis sworeba, abzaci da striqonebs Soris intervali. 

teqstis akrefa iwyeba abzacis daformatebiT. abzacis daformateba 

SeiZleba SevasruloT rogor saxazavze ganTavsebuli isrebis 

saSualebiT,  aseve Home menius Paragraph qvemeniuSi (sur. 3.1)  

isarze mausis dawkapunebiT gaxsnil dialoguri Paragraph fanjris 

Indents and Spacing CanarTis Indentation velis Special CamonaTvalSi 

avirCioT abzacis pirveli striqonis dacilebis reJimi gverdis 

mindvridan, manZili ki ganvsazRvroT By parametris miTiTebiT. Left 
da Right gadamrTvelebiT SegviZlia davayenoT furclis mindvridan 

teqstis dacilebis intervali (sur. 3.3). igive operaciis Sesruleba 

SeiZleba  Home menius Paragraph qvemeniuSi ganlagebuli  – 

Decrease Indent,  – Increase Indent Rilakebis saSualebiT an Page 

Layout menius Paragraph qvemeniuSi Indent CanarTSi ganlagebuli  

– Left,  – Right gadamrTvelebis saSualebiT. 

am CanarTis General velis Alignment CamonaTvalSi SegviZlia 

avirCioT teqstis sworebis reJimi Left – marcxena sazRvris mimarT, 

Right – marjvena sazRvris mimarT, Center – centris mimarT da 

Justify – teqstis sworeba rogorc marcxena, ise marjvena sazRvris 

mimarT sityvebs Soris arsebuli intervalis gazrdis xarjze. 

aRniSnuli reJimebis dayeneba agreTve SesaZlebelia Home menius 
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Paragraph qvemeniuSi ganlagebuli Rilakebis  – AlignLeft,   – 

Center,  – AlignRight da  – Justify saSualebiT. 
 

 
sur. 3.3. Paragraph dialoguri fanjara 

 

Spacing velis Line Spacing CamonaTvalis At parametris 

miTiTebiT SeiZleba davafiqsiroT intervali (Single –  1 intervali, 

1,5 lines –  1,5 intervali,  Double –  2 intervali da a. S.) striqonebs 
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Soris. analogiuri qmedeba SeiZleba SevasruloT Home menius 

Paragraph qvemeniuSi moTavsebuli  - Line Spacing Rilakis 

saSualebiT; Before da After parametrebis saSualebiT SeiZleba 

davayenoT manZili abzacebs Soris an Page Layout menius Paragraph 
qvemeniuSi Spacing CanarTSi ganlagebuli Before da After 
gadamrTvelebis saSualebiT. 

teqstis fonis Seqmna. moniSnuli teqstis an paragrafis qveS 

garkveuli fonis Sesaqmnelad gamoiyeneba Home menius Paragraph 

qvemenius  Shading Rilakis marjvniv mdebare isari, romlis 

saSualebiTac CamoiSleba ferTa Tema Theme Colors, sadac SeiZleba 

SeirCes teqstis gamosayofad saWiro feri. Tu Temis feri ar 

akmayofilebs Cvens moTxovnebs, maSin ferebi SeiZleba SeirCes 

Standard Colors jgufidan an More Colors brZanebiT gavxsnaT Colors 
damatebiTi fanjara, sadac SeiZleba SeirCes sruliad gansxvavebuli 

feri. roca dokumentisTvis vcvliT Temis fers, maSin standartuli 

ferebi ar icvleba. SerCeuli feris ganmeorebiT gamoyeneba 

SesaZlebelia mxolod da mxolod   Shading Rilakis 

gamoyenebiT. 

moniSnuli teqstisaTvis fonis feris Secvla SesaZlebelia 

zemoT moyvanili wesiT, xolo fonis moxsna  Shading Rilakis 

marjvniv mdebare isariT CamoSlili meniudan No Color brZanebiT. 

formatis kopireba. daformatebis parametrebis sxva 

fragmentebze kopirebisaTvis gamoiyeneba Home menius Clipboard 

qvemenius  Format Painter Rilaki. es operacia Semdegnairad 

xorcieldeba: movniSnoT fragmenti, romlis formatis kopirebac 

gvsurs; mausis maCvenebeli Format Painter Rilakze erTxel 

davawkapunoT, mausis maCvenebeli miiRebs funjis formas da Semdeg 
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mausis am maCvenebliT movniSnoT fragmenti romelzec gvsurs 

gavrceldes aRniSnuli formati. Tu mausiT Format Painter Rilakze 

orjer davawkapunebT, maSin igive formati SeiZleba dokumentis 

sxvadasxva adgilze mravaljer gamoviyenoT, vidre ar moxdeba 

aRniSnuli Rilakis amorTva Sesabamis Rilakze mausis dawkapunebiT 

an ESC klaviSze TiTis daWeriT. grafikasTan muSaobis procesSi 

Format Painter-i saukeTeso saSualebaa formatis kopirebisaTvis. 

formatis kopireba SesaZlebelia suraTis CarCos kopirebis drosac. 

Format Painter Rilaki ar muSaobs WordArt-Si gamoyenebuli 

teqstebis Sriftis da Sriftis zomis kopirebis 

gansaxorcieleblad. 

mTeli teqstis daformatebis gasufTaveba. Word-Si SesaZloa 

martivad gavasufTaod daformateba (msxvili, xazgasmuli, daxrili 

Srifti, Sriftis feri, xarisxis maCvenebeli, indeqsi da sxva 

mravali tipi) da davubrunoT mas CumaTobis principiT arsebuli 

daformatebis stili. am operaciis Sesasruleblad movniSnoT 

teqsti, romelsac gvsurs movaSoroT daformateba da Home menius 

Font qvemeniuSi davawkapunoT mausi Clear Formatting  Rilakze. 

teqstSi asomTavruli asoebis stilis Secvla. Cven SegviZlia 

SecvaloT sityvebSi, winadadebebsa an paragrafSi asomTavruli 

asoebis stilis SevcvaloT Semdegnairad: monviSnoT fragmenti 

romlis Secvlac gvinda da mausi davawkapunoT Home menius Font 

qvemeniuSi Change Case   Rilakze CamoSlil siaSi avirCioT 

CvenTvis sasurveli stili: 

- Sentence case _ winadadebidan pirveli asos asomTavrulad 

Cawerisa da  yvela danarCeni asoebis, simboloebis nusxur 

asoebad datoveba;  

- lowercase _ yvela aso an simbolo gadavakeToT patarad; 
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- UPPERCASE _ yvela aso an simbolo gadavakeToT 

asomTavrulad; 

- Capitalize Each Word _ yvela sityvis pirveli aso 

gadavakeToT asomTavrulad da yvela danarCeni aso 

nusxurad; 

- tOGGLE cASE _ yvela sityvis pirveli aso gadavakeToT 

nusxurad da yvela danarCeni aso ki asomTavrulad. 

siebisa da CamonaTvlebis Seqmna. siebisa da CamonaTvlebis 

Seqmnis brZanebebs ekuTvnis siebTan samuSao instrumentebi, romelic 

ganTavsebulia Home menius Paragraph qvemeniuSi  Bullets, 

Numbering da  Multilevel List Rilakebis saxiT. Word-is 

wina versiebSi danomrili an markirebuli siebis Sedgena 

SesaZlebeli iyo konteqsturi menius an instrumentebis panelze 

moTavsebuli Rilakebis meSveobiT. pirvel SemTxvevaSi ekranze 

Cndeboda fanjara, sadac aucilebeli iyo siis tipisa da misi 

formatis amorCeva. instrumentebis panelze daformatebis Rilakebis 

gamoyeneba cotaTi amartivebda amocanas _ standartuli 

momarTvebiT siebi iqmneboda momentalurad, magram numeraciisaTvis 

gamoyenebuli markeris an simboloebis Sesacvlelad, saWiro 

xdeboda dialogis fanjaraze mimarTva.   
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sur. 3.4. Home menius Paragraph qvemeniuSi Sesabamisad Bullets, Numbering 

da Multilevel List RilakebiT gaxsnili damatebiTi CamoSladi fanjrebi 
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Word 2007-Si saqme ufro martivadaa:  markirebuli an 

gadanomrili siebis Sesaqmneli Rilakebi Seicavs damatebiT 

CamoSlad fanjrebs, saidanac SeiZleba numeraciisaTvis gankuTvnili 

markerebis an simboloebis xSirad gamosayenebeli formatidan 

saWiros amorCeva (sur. 3.4).  

im SemTxvevaSi, Tu am variantebidan arc erTi ar gamodgeba, 

saWiro xdeba siis parametrebis dialogis fanjris gamoZaxeba 

Sesabamisad Define New Bullet, Define New Number Format da Define 
New Multilevel List brZanebebis SerCeviT. am dros gaixsneba imave 

dasaxelebis dialoguri fanjrebi, sadac unda SeirCes saWiro 

simbolo, suraTi an ricxviTi formati (sur. 3.5, 3.6).  
 

   
sur. 3.5. Define New Bullet da Define New Number Format dialoguri 

fanjrebi 
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sur. 3.6. Define New Multilevel List dialoguri fanjara 

 

adre mravaldoniani siebis Seqmna SeiZleboda mxolod 

`siebis~ dialogis fanjaraSi momarTvebis SerCeviT. xolo exla Tu 

Multilevel List RilakiT CamoSlil fanjaraSi avirCevT Define New 
List Style brZanebas, gaixsneba imave saxelwodebis dialoguri 

fanjara, romlis saSualebiTac SesaZlebloba gveZleva SevqmnaT 

CvenTvis misaRebi sruliad axali stilis mravaldoniani sia (sur. 

3.7). 
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 sur. 3.7. Define New List Style dialoguri fanjara 

 

CamonaTvalis alfavituri dalageba. Cven SegviZlia swrafad 

da iolad alfavitis mixedviT davalagoT erTdoniani niSnakebi an 

danomrili teqsturi CamonaTvali. amisaTvis saWiroa movniSnoT 

teqsti da davawkapunoT Home menius Paragraph qvemenius  Sort 
Rilakze. gaixsneba Sort Text dialoguri fanjara (sur. 3.8), romlis 

Sort by velSi unda avirCioT Paragraphs da Text-i, dalagebis wesi 

zrdadobiT _ Ascending Tu klebadobiT _ Descending da davaWiroT 

xeli OK Rilaks. 
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sur. 3.8. Sort Text dialoguri fanjara 

 

avtoformati. avtoformati es aris SesaniSnavi damxmare, 

romelic gagvaTavisuflebs dokumentis xeliT gaformebisagan. 

programis monacemTa bazaSi Cadebulia teqstis sxvadasxvanairi 

kombinacia. erT-erTis arCeviT SeiZleba mTlianad Seicvalos 

dokumentis saxe.  

avtoformatis fanjris gamotana SeiZleba Home menius 

Styles qvemenius More RilakiT. ekranze gamoCndeba CamoSladi 

fanjara formatis sxvadasxva variantebiT (sur. 3.9). amasTan, Tu 

moniSnulia dokumentis fragmenti an kursori dgas dokumentis 

romelime abzacSi, programa TviTon gamoyofs am abzacs da igi 

miiRebs rig-rigobiT mausiT arCeuli sxvadasxva nimuSis saxes. tipis 

arCevis Semdeg davawkapunoT arCeul fanjaraze. fragmenti 

momentalurad gardaiqmneba da miiRebs zustad arCeuli nimuSis 

saxes. 

zemoT aRniSnuli avtoformatis garda Word 2007-Si 

gamoiyeneba ujredTa avtodaformatebis sxva brZanebac, romlis 
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gamotana SeiZleba Home menius Styles qvemenius Change Styles 
brZanebiT.  

 

  
sur. 3.9. Home menius Styles qvemenius More brZanebiT CamoSlili fanjara 

 

fragmentis redaqtirebisaTvis movniSnoT fragmenti da 

SevcvaloT misi formati. 

instrumentebis mini-paneli. instrumentebis mini-paneli 

Zalian hgavs Word-is Zveli versiis daformatebis instrumentebis 

panelis gamartivebul variants. misi danaxva SesaZlebeblia or 

SemTxvevaSi – mausis marjvena klaviSze dawkapunebiT da teqstis 

moniSvnis dros. Tumca meore SemTxvevaSi is TiTqmis SeumCnevelia. is 

Cndeba gamoyofili teqstis zemoT, magram TiTqmis gamWvirvalea da 

gamoCndeba Tu masTan mausis kursors miviyvanT. 
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am panelze gamotanilia gacilebiT xSirad gamoyenebadi 

simboloebis da abzacebis daformatebis instrumentebi. maTi 

gamoyeneba xelsayrelia feris, stilis da Sriftis garnituris 

Sesacvlelad, feris Casasxmelad, aseve moxazulobis Sesacvlelad, 

da nimuSis mixedviT kopirebis dros. raTqma unda igive brZanebebi 

Home menius zolzec aris moTavsebuli, magram imisaTvis, rom 

SevcvaloT daformatebis parametrebi, saWiroa Home meniuSi 

dabruneba, rac xSirad ar aris mosaxerxebeli maSin, roca mini-

paneli yovelTvis iqvea. misi udidesi upiratesoba imaSi 

mdgomareobs, rom is malvadia ekranidan rogorc ki kursors 

movaSorebT. 

fragmentis axliT Secvla. movniSnoT fragmenti, romlis 

Secvlasac vapirebT da avkrifoT axali monacemi.  

fragmentis waSla. avirCioT fragmenti, romelic unda 

wavSaloT da xeli davaWiroT <Del> klaviSs.  

 
 

4. WORD-Si muSaobis efeqturi saSualebebi 

 

fragmentis gadatana da kopireba. buferis gamoyenebiT 

fragmentis gadatanisa da kopirebisaTvis movniSnoT fragmenti; 

mivceT Home menius Clipboard qvemenius Cut brZaneba, Tu sruldeba 

gadatanis operacia da Home menius Clipboard qvemenius Copy 
brZaneba, Tu gvinda kopireba; davayenoT kursori dokumentSi im 

adgilas, sadac unda moTavsdes buferSi damaxsovrebuli fragmenti; 
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mivceT Home menius Clipboard qvemenius Paste brZaneba. am 

operaciebis Sesruleba SesaZlebelia konteqsturi menius Cut, 
Copy, Paste brZanebebiT an Sesabamisad Cut – <Ctrl>+<X>, Copy – 
<Ctrl>+<C>, Paste – <Ctrl>+<V> klaviSTa kombinaciis saSualebiTac. 

fragmentis gadatana SeiZleba mausis Cavleba-gadaTrevis 

teqnikis gamoyenebiT, risTvisac mausis maCvenebeli unda mivitanoT 

gamoyofil fragmentTan da roca igi miiRebs marcxniv daxrili 

isris formas, marcxena klaviSze xelis 

auReblad gadavitanoT saWiro adgilas.  

Tu am operaciis dros gamoviyenebT 

<Ctrl> klaviSs, maSin mausis maCvenebeli 

fragmentze mitanis Semdeg miiRebs 

marcxniv daxrili isris formas, romlis 

qveda marjvena mxares gaCndeba plus 

niSani. am dros moxdeba gamoyofili 

fragmentis kopireba. 

Home menius Clipboard qvemeniuSi 

 isarze mausis dawkapunebiT 

dokumentis marcxniv gaixsneba Clipboard 
fanjara (sur. 4.1), sadac SesaZlebelia 

24 sxvadasxva fragmentis damaxsovreba. 

mausis kursori dokumentSi davayenoT 

sasurvel adgilze da Clipboard 
fanjaraSi saWiro fragmentze mausis 

dawkapunebiT moxdeba am fragmentis 

kopireba. Paste All Rilakze mausis 

dawkapunebiT moxdeba buferSi 

damaxsovrebuli yvela fragmentis 

 
sur. 4.1. fanjara 

Clipboard 
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erTdrouli kopireba im mimdevrobiT, ra mimdevrobiTac moxda maTi 

damaxsovreba. Clear All Rilakze mausis dawkapunebiT moxdeba 

buferis mTlianad gasufTaveba. 

bolo moqmedebis gauqmeba da gauqmebuli moqmedebis aRdgena. 

bolo moqmedebebis gauqmeba SeiZleba movaxdinoT swrafi mimarTvis  

instrumentTa panelis Undo  Rilakze daWeriT an <Ctrl>+<Z> 
klaviSTa kombinaciiT. am wesiT Cven SegviZlia bolo 16 moqmedebis 

gauqmeba. 

Word-Si agreTve gaTvaliswinebulia gauqmebuli operaciebis 

aRdgena, romelic SeiZleba SevasruloT swrafi mimarTvis  

instrumentTa panelis Redo  Rilakze daWeriT an <Ctrl>+<Y> 
klaviSTa kombinaciiT. 

dokumentis dayofa samuSao areebad. monacemTa grZel 

dokumentebTan muSaobisas xSirad mosaxerxebelia dokumentis 

horizontalur or samuSao ared dayofa. am moqmedebis Sesruleba 

SeiZleba Sesruldes View menius Window qvemenius Split brZanebiT 

(sur. 4.2). am dros yovel samuSao ares aqvs Tavisi daTvalierebis 

zoli. furclis areebad dayofis gasauqmeblad saWiroa SevasruloT 

igive qvemenius Remove Split brZaneba an mausiT orjer davawkapunoT 

gayofis sazRvarze. 
 

 
sur. 4.2. View menius Window qvemeniu 

 

dokumentis fanjrebi. Tu ekranze erTdroulad gaxsnilia 

ramodenime dokumenti, maSin View menius Window qvemenius Arrange 
All brZanebiT isini SegviZlia ganvalagoT ekranze horizontalurad, 
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xolo igive qvemenius View Side by Side brZanebiT mxolod ori 

dokumenti SegviZlia ganvalagoT ekranze vertikalurad, erTmaneTis 

gverdiT. amasTan, Tu erTdroulad gaxsnilia orze meti dokumenti, 

maSin gaixsneba damatebiTi Compare Side by Side fanjara, sadac unda 

avarCioT im dokumentis saxeli, romelic gvsurs ganTavsdes 

aqtiuri (pirveli) dokumentis gverdiT. Tu CarTulia Synchronous 
Scrolling Rilaki, maSin dokumentebis gadafurcvla xdeba 

erTdroulad _ sinqronulad, rac Zalze mosaxerxebelia 

dokumentebis Sedarebis dros. am reJimis gamorTva xdeba imave 

RilakiT. Reset Window Position RilakiT SesaZlebelia am ori 

dokumentis gadanacvleba _ poziciis Secvla.  

Word-Si SeiZleba erTi da imave dokumentis ramodenime 

fanjaraSi gamoCena. es SeiZleba ganxorcieldes View menius Window 
qvemenius New Window brZanebiT, xolo Semdeg yvela gaxsnili 

fanjara ekranze SeiZleba erTdroulad gamovitanoT igive qvemenius 

Arrange All brZanebiT.  

Tu ekranze erTdroulad gaxsnilia ramodenime dokumenti, 

maSin imave qvemenius Switch Windows Rilakis saSualebiT SeiZleba 

gavaaqtiuroT nebismieri gaxsnili dokumenti. 
 

   
 

     
sur. 4.3. Review menius Comments, Tracking, Changes, Compare da Protect  

qvemeniu 
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komentari. Word-Si nebismier fragments SeiZleba gavukeToT 

komentari – axsna-ganmarteba am fragmentis Sesaxeb. amisaTvis, 

movniSnoT saWiro fragmenti da Semdeg SevasruloT Review menius 

Comments qvemenius New Comment brZaneba (sur. 4.3). fragmentis 

gaswvriv marjvena mindorze gamoCndeba CarCoTi SemosazRvruli are 

teqstis Casawerad. teqstis Sriftis, zomis, feris, stilis arCeva 

SegviZlia Home menius Font qvemenius brZanebebis saSualebiT. 

komentaris teqstis akrebvis Semdeg davawkapunoT dokumentis 

nebismier adgilze an davaWiroT xeli <Esc> klaviSs.  

gakeTebuli komentaris gasauqmeblad gavaaqtiuroT saWiro 

komentari da SevasruloT menius Review menius Comments qvemenius 

Delete an igive qvemenius Delete ⇒ Delete brZaneba, xolo dokumentSi 

arsebuli yvela komentaris wasaSlelad Comments qvemenius Delete 
⇒ Delete All Comments in Document brZaneba. 

 

 
sur. 4.4. Find and Replace dialoguri fanjris Find CanarTi 
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fragmentis moZebna da Secvla. fragmentis ZebnisaTvis 

gadavinacvloT dokumentis dasawyisSi <Ctrl>+<Home> brZanebiT da 

mivceT Home menius Editing qvemenius Find an Find ⇒ Find ... brZaneba 

an gamoviyenoT <Ctrl>+<F> klaviSTa kombinacia; gaixsneba  Find and 
Replace dialoguri fanjris Find CanarTi (sur. 4.4). dialogis Find 



what velSi SevitanoT saZebni monacemi; davaWiroT Find Next 
Rilaks. am Rilakze yoveli Semdgomi daWera moZebnis cxrilSi sxva 

msgavs monacems.  
 

 
sur. 4.5. Find and Replace dialoguri fanjris Replace CanarTi 

 

monacemis mosaZebnad da mis Sesacvlelad gadavinacvloT 

dokumentis dasawyisSi; mivceT Home menius Editing qvemenius 

Replace brZaneba an gamoviyenoT <Ctrl>+<H> klaviSTa kombinacia. 

gaixsneba  Find and Replace dialoguri fanjris Replace CanarTi, 

romlis dialogis Find what velSi SevitanoT saZebni monacemi, 

xolo Replace with velSi SevitanoT Semcvleli monacemi (sur. 4.5).  
 

 
sur. 4.6. Find and Replace dialoguri fanjris Go To CanarTi 
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Tu gvsurs yvela saZebni monacemis Secvla Semcvleli 

monacemiT davaWiroT Replace All. Tu vcvliT mxolod zogierT mona-

cems, jer davaWiroT Find Next Rilaks, Semdeg ki yovel Sesacvlel 

monacemze davaWiroT Replace, xolo ucvlelad dasatovebel mona-

cemze kvlav gamoviyenoT Find Next Rilaki. davxuroT dialogi 

Close Rilakze daWeriT.  

imave qvemenius Find ⇒ Go To ... brZanebiT an <Ctrl>+<G> kla-

viSTa kombinaciiT swrafad SeiZleba gadavideT mocemuli 

dokumentis miTiTebul gverdze, seqtorze, striqonze, sqolioze, 

komentarze, TavsarTsa da bolosarTze an dokumentis sxva nawilze 

(sur. 4.6).  
 

 
sur. 4.7. dokumentis paroliT dacvis General Options damatebiTi fanjrebi 
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dokumentis paroliT dacva. dokumentis paroliT dasacavad 

avirCioT Office Button meniuSi Save As brZaneba; dialogis fanjris 

instrumentTa panelze gavxsnaT Tools Rilakis CamonaTvali da 

avirCioT brZaneba General Options gaixsneba imave dasaxelebis 

dialoguri fanjara (sur. 4.7). Tu gvsurs, rom sxvam ver gaxsnas 

Cvens mier Senaxuli dokumenti da ver isargeblos masSi 

ganTavsebuli monacemebiT, maSin gamonaTebuli dialogis Password to 
open velSi avkriboT paroli, xolo Tu dokumentis dacva 

gvWirdeba mxolod masSi cvlilebebis Setanisagan, maSin 

gamonaTebuli dialogis Password to modify velSi avkriboT paroli 

da davaWiroT OK Rilaks, gaixsneba parolis damowmebis dialogis 

fanjara Confirm Password, romlis Reenter password to open an 

Reenter password to modify velSi avkriboT igive paroli da isev 

davaWiroT OK-s.  

Save As dialogur fanjaraSi davaWiroT Save Rilaks da 

davxuroT fanjara. dokumentisaTvis parolis mosaxsnelad General 
Options brZanebis dialogis Password to open an Password to modify 
velSi wavSaloT paroli da davaWiroT OK.  

 

 

 

5. furclis parametrebis momarTva 

 

dokumentis Seqmnis win pirvel rigSi unda moxdes furclis 

parametrebis momarTva. am operaciis ganxorcieleba SeiZleba Page 
Layout menius Page Setup da Page Background qvemenius Rilakebis 

saSualebiT (sur. 5.1).  

 



   
sur. 5.1. Page Layout menius Page Setup da Page Background qvemeniuebi 

 

furclis parametrebis momarTvis mizniT Page Layout menius 

Page Setup qvemeniuSi  isarze mausis dawkapunebiT gaixsneba Page 
Setup dialoguri fanjara (sur. 5.2).  

 

 
sur. 5.2. Page Setup dialoguri fanjara 
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am dialoguri fanjris Margins CanarTidan xdeba furclis 

mindvris zomebisa da misi orientaciis daformateba. furclis 

mindvrebi es aris furclis garSemo gamotovebuli adgilebi, xolo 

dokumentSi teqstis da grafikuli gamosaxulebis ganTavseba 

xorcieldeba sabeWdad vargis areSi, romelic mindvrebs Soris aris 

moTavsebuli. TumcaRa, SesaZlebelia zogierTi punqtis mindvrebze 

ganTavseba, magaliTad, rogoricaa TavsarTebi, bolosarTebi, 

gverdis nomrebi da sxva.  

Margins velSi saWiro mniSvnelobebis Caweris gziT SegviZlia 

SevarCioT CvenTvis saWiro mindvris zomebi: Top – zeda, Bottom – 

qveda, Left – marcxena, Right – marjvena, agreTve dokumentis 

akinZvisaTvis saWiro velis zomisa da adgilis gansazRvra, Gutter – 

asakinZi velis zoma, Gutter position – akinZvis pozicia (dokumenti 

SeiZleba aikinZos Left _ marcxena mxridan an Top _ zemodan). igive 

operacia SeiZleba Sesruldes Page Setup qvemenius Margins 
RilakiT CamoSlil siaSi CvenTvis misaRebi mniSvnelobebis SerCevis 

gziT. Tu am siaSi avirCevT Custom Margins brZanebas, maSin isev 

gaixsneba Page Setup dialoguri fanjris Margins CanarTi.  

Pages velis Multiple pages CamoSlad fanjaraSi mravalgverda 

dokumentisaTvis unda SeirCes furclebze teqstis ganlagebis 

reJimi: Normal _ normaluri; Mirror margins _ sarkiseburi, am 

dros Margins velSi mindori Left icvleba Inside-iT _ furclis 

Siga mxare, xolo Right _ Outside-iT _ furclis gare mxare; 2 pages 
per sheet _ ori gverdi erT furcelze da book fold _ nakeci wignis 

stilSi (am dros furclis orientacia unda iyos aucileblad 

peizaJis stilis, Tu ar aris igi avtomaturad icvleba, xolo 

Margins velSi igive cvlileba xdeba rac Mirror margins-is 
SemTxvevaSi).  



 
53 

 

Tu gvsurs, rom yoveli momdevno axali dokumenti 

avtomaturad _ CumaTobis principiT iyenebdes mindvrebis momarTvis 

axal parametrebs, maSin Page Setup dialogur fanjaraSi 

davawkapunoT Default Rilakze da Semdeg Yes-ze. momarTvis axali 

parametrebi iqneba Senaxuli im SablonSi _ template, romelsac 

iyenebs Cveni dokumenti. 

dokumentis garkveuli nawilisaTvis mindvrebis momarTvis 

Secvlis mizniT, movniSnoT teqsti da Semdeg Page Setup dialoguri 

fanjris Margins CanarTSi movmarToT Sesabamisi mindvris 

parametrebi, xolo Apply to velSi avirCioT Selected text 
mniSvneloba.  Microsoft Word-i avtomatiurad svams seqciis bolos 

simbolos, teqstis dasawyissa da dasasruls, im seqciaSi, romelsac 

aqvs mindvrebis momarTvis axali parametrebi. seqciis bolos 

simbolo es aris markeri, romelic Caismeva seqciis bolos 

saCveneblad. seqciis bolo inaxavs seqciis daformatebis elementebs, 

rogoricaa mindvrebi, furclis orientacia, TavsarTebi da 

bolosarTebi da gverdebis nomrebis Tanmimdevroba. Tu dokumenti 

ukve dayofilia seqciebad, SegviZlia davawkapunoT seqciaSi an 

movniSnoT mravaljeradi seqciebi da Semdeg SecvaloT furclis 

mindvrebi. 

Tu momxmarebels surs, rom erTmaneTisagan gamoyofili iyos 

furclis mindori da misi samuSao are, amisaTvis saWiroa gavxsnaT 

Word Options fanjris Advansed CanarTi da da Semdeg Show document 
content velSi almiT movniSnoT Show text boundaries. dokumentSi 

samuSao aris kideebi naCvenebi iqneba wyvetili xaziT. Tu imave velSi 

almiT movniSnavT Show crop marks, maSin markerebiT moiniSneba 

samuSao aris kuTxeebi. 
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SeniSvna: SegiZliaT furclis samuSao aris kideebi 

daaTvalieroT rogorc Print Layout, aseve Web Layout reJimSi. 

teqstis sazRvrebi beWdvis dros naCvenebi ar iqneba.  

Page Setup dialoguri fanjris Margins CanarTis Orientation 
velidan ganisazRvreba furclis orientacia: Portrait _ portretis 

stili da Landscape _ peizaJis stili. furclis orientacia 

agreTve ganisazRvreba Page Setup qvemenius Orientation RilakiTac.  

Tu gvsurs dokumentis calkeul furcels an paragrafs an 

abzacs SevucvaloT orientacia, maSin movniSnoT dokumentis es 

nawili da Page Setup dialoguri fanjris Margins CanarTis 

Orientation velSi avirCioT furclis sasurveli orientacia, xolo 

Apply to velSi avirCioT Selected text mniSvneloba. Word-i moniSnul 

teqsts gadaanacvlebs axal furcelze da axlosmdgom teqsts 

calkeul furclebze. 

SeniSvna: Microsoft Word-i avtomaturad svams seqciebis 

dayofis markers teqstamde an mis Semdeg, romelsac aqvs axali 

furclis orientacia. Tu dokumenti ukve dayofilia seqciebad, 

SegiZliaT daawkapunoT seqciaSi (an moniSnoT mravaljeradi 

seqciebi) da Semdeg SecvaloT orientacia mxolod moniSnuli 

seqciisaTvis.    

am fanjris Paper CanarTidan xdeba furclis zomebis SerCeva, 

kerZod Paper Size velis CamoSlad fanjaraSi furclis standartul 

zomebs (Letter, Tabloid, Ledger, Legal, A3, A4, A5 da sxva) Soris 

SegviZlia SevarCioT CvenTvis sasurveli zomebi an mivaniWoT 

sruliad gansxvavebuli zoma (Custom size). igive operacia sruldeba 

Page Setup qvemenius Size RilakiT. Tu CamoSlil siaSi avirCevT 

More Paper Sizes brZanebas, maSin isev gaixsneba Page Setup dialogu-

ri fanjris Paper CanarTi. Tu mausiT davawkapunebT Print Options 



Rilakze, maSin gaixsneba Word Options fanjris Display CanarTi, 

sadac Printing Options velSi avirCevT dokumentis beWdvisaTvis 

gankuTvnil CvenTvis misaReb parametrebs. 

Page Setup fanjris Layout CanarTis Section velis 

saSualebiT SeiZleba ganvsazRvroT seqciis dasawyisi, iqneba igi 

axali gverdi, axali sveti, kenti Tu luwi gverdi an moxdes misi 

gagrZeleba.  
 

 
sur. 5.3. Page Setup dialoguri fanjara 
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Headers and footers velis Different odd and even fanjaraSi 

almis CarTviT SesaZlebelia furclis TavsarTi an bolosarTi kent 

da luw gverdebze iyos gansxvavebuli. Tu es alami CarTuli ar aris, 

maSin yvela gverdi iqneba erTnairi. Tu Different first page fanjaraSi 

CarTulia alami, maSin dokumentis pirveli gverdis TavsarTi an 

bolosarTi sxva gverdebisagan iqneba gansxvavebuli. From edge-s 
Header da Footer mTvlelebis saSualebiT ki ganisazRvreba 

TavsarTis an bolosarTis sidide furclis kidedan. xolo Page 
velis Vertical alignment fanjaraSi virCevT vertikalurad teqstis 

sworebis reJims (sur. 5.3). 
 

        
a)                                     b) 

sur. 5.4. a) Line Numbers RilakiT CamoSlili fanjara da 
b) Line Numbers damatebiTi dialoguri fanjara 

 

Tu momxmarebels surs dokumentSi gadanomros striqonebi, 

maSin unda gamoiyenos Page Layout menius Page Setup qvemenius Line 
Numbers Rilaki. CamoiSleba fanjara, sadac Tu airCevs Continuous 
brZanebas, maSin moxdeba mTeli dokumentis mimdevrobiT gadanomvra; 

restart each page brZanebiT moxdeba yoveli gverdis xelaxla 

gadanomvra; restart each section brZanebiT _ xelaxla gadainomreba 
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yoveli seqcia; Suppress for Current Paragraph brZanebiT nomrebi 

moexsneba mimdinare abzacs, xolo None brZanebiT ki mTel 

dokuments (sur. 5.4 a). Line Numbering Options brZanebiT gaixsneba 

Page Setup fanjris Layout CanarTi. Tu mausiT davawkapunebT 

Rilakze, maSin gaixsneba imave saxelwodebis damatebiTi dialoguri 

fanjara, romlis saSualebiTac SeiZleba striqonTa gadanomvris 

parametrebis momarTva (sur. 5.4 b). 

SeniSvna: cxrili da  figura iTvleba rogorc erTi striqoni; 

teqsturi yuTi iTvleba rogorc erTi striqoni Tu is moTavsebulia 

arsebul teqstTan erTad gverdze. Tu gverdze moTavsebuli teqsti 

teqstur yuTs ekvris garSemo, teqstSi striqonebi iqneba daTvlili. 

teqstis striqonebi teqsturi yuTis SigniT ar iqneba daTvlili. 

furclis TavsarTi da bolosarTi. rogorc zemoT aRiniSna, 

Microsoft Word Office-Si yovel samuSao furcelis amonabeWds 

swrafad SeiZleba davumatoT TavsarTi da bolosarTi, sadac 

ganTavsebuli iqneba momxmareblisaTvis sasargeblo informacia da 

romlis zomac Page Setup fanjris Layout CanarTis saSualebiT 

ganisazRvreba. amasTan, ra informacia iqneba masSi ganTavsebuli, es 

momxmareblis survilsa da gemovnebazea damokidebuli.  

Word 2007-s am mxriv gacilebiT meti SesaZlebloba gaaCnia, 

kerZod Insert menius Header & Footer qvemenius Header da Footer 
Rilakebis saSualebiT CamoiSleba Built-In fanjara, sadac SeiZleba 

SeirCes TavsarTis an bolosarTis SemoTavazebuli nimuSidan erT-

erTi. Tu gvsurs gansxvavebuli TavsarTis (bolosarTis) Seqmna an 

gvsurs misi redaqtireba, maSin CamoSlil fanjaraSi unda avirCioT 

brZaneba Edit Header (Edit Footer). am brZanebis arCevis Semdeg teqsti 

gafermkrTaldeba da kursori dadgeba TavsarTze (bolosarTze) da 

meniuebis sias daemateba damatebiTi Header & Footer Tools  Design 



meniu. am menius Rilakebis saSualebiT SeiZleba TavsarTsa da/an 

bolosarTSi CavsvaT gverdis nomeri, TariRi da dro, saqaRaldisa 

da failis saxeli, suraTi, ganisazRvros maTi zomebi, Seiqmnas 

gansxvavebuli TavsarTis (bolosarTis) mqone pirveli, kenti da 

luwi furclebi, davmaloT an gamovaCinoT teqsti, moxdes gadasvla 

momdevno an wina TavsarTze (bolosarTze), aseve TavsarTidan 

bolosarTze da piriqiT (sur. 5.5). TavsarTis (bolosarTis) 

redaqtirebis reJimis dasruleba xdeba damatebiTi menius Close 
qvemenius Close Header and Footer Rilakis saSualebiT. 

redaqtirebuli an axali TavsarTi (bolosarTi) SeiZleba SevinaxoT 

galereaSi, Tu CamoSlil fanjaraSi avirCevT Save Selection to Header 
Gallery (Save Selection to Footer Gallery) brZanebas. 

 

     

     
sur. 5.5. Header & Footer Tools damatebiTi menius Header & 

Footer, Insert, Navigation, Options, Position da Close qvemeniuebi 
 

Tu Insert menius Header & Footer qvemenius Header da Footer 
Rilakebis saSualebiT CamoSlil fanjaraSi avirCevT Remove Header 
an Remove Footer brZanebas maSin TavsarTi an bolosarTi gauqmdeba. 

gverdebis numeracia. gverdebis numeracia xorcieldeba 

Insert menius Header & Footer qvemenius Page Number Rilakis 

saSualebiT. CamoSlil fanjaraSi unda SeirCes nomris ganTavsebis 

adgili (TavsarTi, bolosarTi Tu gverdiTa mindori) da am adgilis 
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SerCevis Semdeg CamoiSleba numeraciaTa nimuSebis galerea, sadac 

SeiZleba sasurveli numeraciis SerCeva. numeraciis stilis SerCevis 

Semdeg dokumenti gadadis TavsarTisa da bolosarTis redaqtirebis 

reJimSi da avtomaturad CairTveba Header & Footer Tools  Design 
meniu.  

dokumentSi gverdebis numeracia 

avtomaturad iwyeba erTianiT. Tu dokumenti 

warmoadgens sxva dokumentis gagrZelebas da 

ar gvsurs numeracia daiwyos erTiT, maSin 

CamoSlil siaSi unda avirCioT Format Page 
Numbers brZaneba. gaixsneba Page Number 

Format dialoguri fanjara, sadac SeiZleba SeirCes rogorc 

numeraciis formati, aseve misi sawyisi mniSvnelobac (sur. 5.6). 
 

  
sur. 5.6. Page Number Format damatebiTi dialoguri fanjara 

 

gverdebis numeraciis reJimi aseve SeiZleba CairTos Header & 
Footer Tools  Design damatebiTi menius Header & Footer qvemenius 

Page Number Rilakis saSualebiTac. 

 
59 

 



furclis damateba an waSla. rodesac furceli teqstiT anda 

grafikuli gamosaxulebiT Seivseba, Microsoft Word avtomaturad 

Casvams furclis bolos da gadadis axal furcelze. Tumca 

SegviZlia davamatoT axali sufTa furceli an furceli romelsac 

aqvs winaswar gansazRvruli mdebareoba drois nebismier momentSi.  

furclis damateba. mausis kursori davayenoT dokumentSi im 

adgilze, sadac gsurs axali furclis Camateba. Insert menius Pages 
qvemenius Blank Page brZanebiT Camatebuli 

furceli gamoCndeba moniSnuli adgilis win. Tu 

gvsurs dokumentSi garkveuli teqsti iwyebodes 

axali furclidan, maSin unda SevasruloT Insert 
menius Pages qvemenius Page Break brZaneba an gamoviyenoT klaviSTa 

<Ctrl>+<Enter> kombinacia. 

seqciis wyvetis Casma. seqciis wyveta gamoiyeneba dokumentis 

nawilSi mdebareobis Sesaqmnelad an daformatebis cvlilebisaTvis. 

individualuri seqciebisaTvis SegiZliaT SecvaloT Semdegi 

formatebi: 

• mindvrebi; 

• furclis zoma an orientacia; 

• furclis wyaro printerisaTvis; 

• gverdis CarCoebi; 

• furcelze teqstis vertikaluri sworeba; 

• TavsarTebi da bolosarTebi; 

• svetebi; 

• gverdis danomrva; 

• striqonebis danomrva; 

magaliTad, SeiZleba dayos erT svetiani gverdi or svetian 

gverdad. SeuZlia dokumentSi ganacalkevos segmentebi ise, rom 
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TiToeuli segmentis gverdebis numeracia Tavidan daiwyos. 

dokumentSi aseve SeiZleba seqciebisaTvis Seiqmnas sxvadasxva 

TavsarTebi da bolosarTebi. 

SeniSvna: Microsoft Office Word 2007-Si SegviZlia avirCioT 

gverdis mravali mdebareobidan erT-erTi axali gverdis eskizebis 

galereidan. magaliTad, SegviZlia davamatoT erT svetiani gverdi 

romelsac aqvs or svetiani seqcia, risTvisac unda davawkapunoT 

Page Layout menius Page Setup qvemenius Breaks Rilakze. am Rilakze 

xelis daWeriT CamoiSleba brZanebaTa sia, sadac eskizebis galereaSi 

avirCioT Page. 
seqciis wyvetis simbolo marTavs teqstis seqciis 

daformatebas, romelic win uswrebs mas _ misi winamorbedia. roca 

vSliT seqciis dayofas _ seqciis dasasruls, aseve vSliT seqciis 

daformatebas mis win. es teqsti xdeba nawili Semdegi seqciis da is 

Rebulobs am seqciis daformatebas. magaliTad, Tu Cven gamovyofT 

dokumentis Tavebs seqciis wyvetis gamoyenebiT da Semdeg wavSliT 

seqciis wyvetas me-2 Tavis dasawyisSi, 1-li Tavi da me-2 Tavi darCeba 

imave seqciaSi da miiReben daformartebas, romelic adre iyo 

gamoyenebuli mxolod me-2 TavisaTvis. 

seqciis wyveta, romelic dokumentis bolo nawilis 

daformatebas marTavs ar aris naCvenebi rogorc dokumentis nawili. 

dokumentis daformatebis Sesacvlelad unda davawkapunoT 

dokumentis bolo abzacze. 

seqciis wyvetis tipebi. 

• Next Page brZaneba svams seqciis wyvetas-seqciis bolos da 

iwyebs axal seqcias Semdeg gverdze. seqciis wyvetis es tipi 

gansakuTrebiT sasargebloa imisaTvis, rom daviwyoT axali 

Tavebi dokumentSi; 



• Continuous brZaneba svams seqciis wyvetas da iwyebs axal 

seqcias imave gverdze.  es brZaneba sasargebloa daformatebis 

Secvlis Sesaqmnelad, iseTis rogoricaa sxvadasxva svetis 

ricxvi gverdze;  
 

 
sur. 5.7. Breaks RilakiT CamoSlili fanjara 

 

• Even Page an Odd Page brZaneba Casvams seqciis wyvetas da 

iwyebs axal seqcias momdevno wyvil nomrian an kent nomrian 

gverdze. Tu gvsurs, rom dokumentis Tavebi yovelTvis 

iwyebodes kent nomrian an luw nomrian gverdebze, unda 
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gamoviyenoT Even Page an Odd Page seqciis wyvetis 

variantebi. 

seqciis wyvetis Camateba SeiZleba Page Layout menius Page 
Setup qvemenius Breaks RilakiT CamoSlil brZanebaTa siaSi 

sasurveli reJimis arCeviT (sur. 5.7). 

Tu seqciis wyvetis Camatebis Semdeg CavrTavT Home menius 

Paragraph qvemenius Show/Hide  Rilaks, maSin seqciis wyvetis 

adgilze davinaxavT wyvetil xazs, romelTa Soris iqneba warwera 

Section Break.  

seqciis wyvetis gauqmebisaTvis jer CavrToT Home menius 

Paragraph qvemenius Show/Hide  Rilaki, movniSnoT seqciis wyvetis  

adgili da xeli davaWiroT <Delete> klaviSs. seqciis wyveta 

gauqmdeba. 

teqstis gadatanis reJimi. striqonis bolos mdgomi sityva 

Tu Zalian grZelia da ver eteva striqonze, Word-i gadaanacvlebs 

sityvas Semdegi striqonis dasawyisSi. Tumca SesaZlebelia 

visargebloT sityvis avtomaturi gadataniT an teqstSi defisis 

xeliT CaweriT, damatebiTi ara aucilebeli an dauyofeli defisis 

CasmiT da intervalebis maqsimaluri raodenobis momarTviT. 

Tu gvsurs dokumentSi sityvebis avtomaturi gadatanis 

reJimiT visargebloT saWiroa davawkapunoT Page Layout menius Page 
Setup qvemenius Hyphenation brZanebaze da Semdeg CamoSlil siaSi 

almiT movniSnoT Automatic. roca viyenebT sityvebis avtomaturi 

gadatanis reJims, Word 2007 avtomaturad svams defisebs sadac 

isini aucilebelia. 

Tu gvsurs dokumentis nawilSi gamoviyenoT sityvebis 

avtomaturi gadatanis reJimi, saWiroa jer movniSnoT dokumentis 

nawili da mxolod amis Semdeg davawkapunoT Page Layout menius Page 
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Setup qvemenius Hyphenation brZanebaze da CamoSlil siaSi almiT 

movniSnoT Automatic.  
dokumentSi defisis xeliT Casawerad saWiroa Page Layout 

menius Page Setup qvemenius Hyphenation brZanebis CamoSlil siaSi 

almiT movniSnoT Manual. roca viyenebT defisebis xeliT Casmas 

Word-i marcvlavs gadasatan sityvas da gvaZlevT SekiTxvas, gvsurs 

Tu ara teqstSi defisis Casma. defisis Casasmelad unda davawkapunoT 

Yes-ze; Tu gvsurs damatebiTi defisis sityvis sxva nawilSi Casma, 

mausis maCvenebeli unda gadavanacvloT sasurvel adgilze da Semdeg 

davawkapunoT Yes-ze. 

xolo dokumentis nawilSi defisis Casawerad saWiroa jer 

movniSnoT dokumentis nawili da mxolod amis Semdeg  Page Layout 
menius Page Setup qvemenius Hyphenation brZanebis CamoSlil siaSi 

almiT movniSnoT Manual da gavimeoroT igive procedura, rac 

mTeli dokumentisaTvisaa saWiro. 

sityvaSi defisis xeliT Casawerad agreTve SeiZleba mausis 

maCvenebeli davayenoT sityvaSi im adgilze, sadac gvsurs gadatanis 

niSnis Cawera da Semdeg gamoviyenoT <CTRL>+<-> klaviSTa 

kombinacia.  

sityvis, nomris an frazis defisiT Cawerisas dauyofeli 

defisi striqonis boloSi sityvas icavs gadatanisagan. dauyofeli 

defisis Casasmelad mausis maCvenebeli davayenoT sityvaSi im 

adgilze, sadac gvsurs dauyofeli defisis Casma da Semdeg 

gamoviyenoT <CTRL>+<SHIFT> +<-> klaviSTa kombinacia. 

defisis Casmis zona es aris sityvebsa da marjvena mindors 

Soris adgilis maqsimaluri zoma, sadac Word 2007-Si SeiZleba 

sityva ar daiweros defisiT. SesaZlebelia Seicvalos es zona da 

gaxdes igi farTe an SedarebiT viwro. imisaTvis,rom SevamciroT 
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defisebis ricxvi gavaganieroT defisebis Casmis zona, xolo 

marjvena kidis wyvetilobis Sesamcireblad ki defisebis Casmis zona 

unda SevamciroT. amisaTvis, Page Layout menius Page Setup qvemenius 

Hyphenation brZanebis CamoSlil siaSi avirCioT Hyphenation Options 
da gaxsnili fanjris Hyphenation zone velSi CavweroT sasurveli 

zoma. 

sityvaTa gadatanis yvela avtomaturi da xeliT Casmuli 

defisebi, damatebiTi da gauyofeli defisebi SegviZlia amovagdoT, 

risTvisac  Page Layout menius Page Setup qvemenius Hyphenation 
brZanebis CamoSlil siaSi avirCioT None.  

xeliT Casmuli defisebis amosagdebad Home menius Editing 
qvemeniuSi avirCioT Replace brZaneba, romlis Sedegadac gaixsneba 

Find and Replace fanjara. Tu ar Cans Special Rilaki, maSin 

davawkapunoT More Rilakze da Semdeg Special-ze; gaxsnil siaSi 

avirCioT erT-erTi Semdegidan: 

• Optional Hyphen raTa amovagdoT xeliT Casmuli defisebis; 

• Nonbreaking Hyphen raTa amovagdoT dauyofeli defisebi; 

xolo Replace with veli davtovoT carieli da davaWiroT 

xeli Find Next an Replace an Replace All Rilaks. 

wylis niSnis damateba. dokumentTan muSaobis dros zogjer 

saWiro xdeba am dokumentze teqstis qveS raime warweris an suraTis 

ganTavseba. magaliTad, asli, saidumlo, nimuSi da sxva. aseTi 

moqmedebis Sesruleba SesaZlebelia Page Layout menius Page 
Background qvemenius Watermark Rilakze xelis daWeriT, romlis 

drosac CamoiSleba wylis niSnebis galereis sia. masSi avirCioT 

saurveli wylis niSani, xolo Tu gvsurs gansxvavebuli wylis niSnis 

Seqmna, maSin avirCioT Custom Watermark brZaneba. pivel SemTxvevaSi 

arCeuli teqsti ganTavsdeba Cveni dokumentis yovel gverdze, xolo 



meore SemTxvevaSi gaixsneba Printed Watermark damatebiTi 

dialoguri fanjara (sur. 5.8). Tu gvsurs wylis niSnad gamoviyenoT 

suraTi, maSin gaxsnil fanjaraSi unda avirCioT Picture watermark 

gadamrTveli da Select Picture Rilakis daxmarebiT SevarCioT 

sasurveli suraTi, xolo gansxvavebuli teqstis SemTxvevaSi ki Text 
watermark gadamrTveli da teqstis sxva parametrebi. 

 

  
sur. 5.8. Printed Watermark damatebiTi dialoguri fanjara 
 

furclis feris Secvla. Word-is wina versiebisagan 

gansxvavebiT Word 2007-Si SesaZlebelia furclis feris Secvla an 

masze sxvadasxva efeqtebis moxdena (daStrixva, dawinwkvla, 

sxvadasxva teqsturis gamoyeneba, suraTis ganTavseba teqstis qveS 

da sxva). furclis feris Secvla SeiZleba Page Layout menius Page 
Background qvemenius Page Color Rilakze xelis daWeriT, romlis 

drosac CamoiSleba ferTa galerea da masSi SeirCeva furclis feri 

an masze gansaxorcielebeli efeqtebi. 
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furclis waSla. Tqven SegiZliaT waSaloT sufTa furceli 

Word-is dokumentSi, sufTa furclis CaTvliT, romelic gvxvdeba 

dokumentis bolos, furclis wyvetis waSliT. SegiZliaT aseve 

gaaerTianoT ori furceli maT Soris moTavsebuli furclis 

wyvetis waSliT. 

sufTa furclis waSla. davrwmundeT, rom vimyofebiT 

dokumentis proeqtis Cvenebaze (proeqtis Cveneba: niSnavs rom 

naCvenebia teqstis daformateba da furclis gamartivebuli 

mdebareoba. proeqtis Cveneba mosaxerxebelia davalebebis umetesi 

redaqtirebebisa da daformatebis dros). (View menius Document 
Views qvemeniuSi davawkapunoT Draft). Tu paragrafis markeris tipis 

(¶) daubeWdavi _ uxilavi maxasiaTeblebi ar Cans, maSin Home menius 

Paragraph qvemeniuSi davawkapunoT Show/Hide -ze.  

sufTa furclis wasaSlelad movniSnoT furclis bolo 

furclis bolos da Semdeg davaWiroT xeli Delete klaviSs. 

teqstiani erTaderTi furclis waSla. Tqven SegiZliaT 

moniSnoT da waSaloT SigTavsiani erTaderTi furceli sadme Tqvens 

dokumentSi.  

1. moaTavseT kursori sadme SigTavsian furcelze, romelic 

gindaT rom waSaloT. 

2. Home menius Editing qvemenius Find brZanebiT CamoSlil 

siaSi daawkapuneT Go To brZanebaze.   

3. Enter page number velSi CawereT \page da Semdeg 

daawkapuneT Go To Rilakze, ris Semdegac mTlianad moiniSneba 

furclis SigTavsi. 

4. daawkapuneT Close Rilakze da Semdeg daaWireT Delete 
klaviSs. 
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sufTa furclis waSla dokumentis bolos. davrwmundeT, rom 

vimyofebiT proeqtis Cvenebis reJimSi (proeqtis Cveneba es aris 

furclis iseTi saxe, romelSic naCvenebia teqstis formati da 

furclis mdebareoba gamartivebuli saxiT. proeqtis Cveneba 

mosaxerxebelia davalebaTa redaqtirebisa da daformatebisaTvis). 

am reJimis CasarTvelad davawkapunoT View  menius Document Views  
qvemenius Draft brZanebaze. Tu dokumentis paragrafis markeris (¶) 

daubeWdavi simboloebi uxilavia CavrToT Home menius Paragraph  

qvemenius Show/Hide  Rilaki an gamoviyenoT klaviSTa kombinacia  

<Ctrl>+<Shift>+<*>.   

imisaTvis, rom wavSaloT sufTa furceli, dokumentis bolos 

movniSnoT furclis bolo, anda romelime markeri (¶) dokumentis 

bolos da Semdeg davaWiroT xeli Delete klaviSs. 

furclis bolos Casma (furclis gayofa). momxmarebels 

SeuZlia furclis bolos aRmniSvneli simbolos Casma dokumentis 

nebismier adgilze an winaswar gansazRvros am simbolos dasmis 

pozicia (mdebareoba). Microsoft Word-i furclis bolos 

avtomaturad svams dokumentis bolos. 

furclis bolos xeliT  Casmis SemTxvevaSi mausis maCvenebeli 

dokumentSi unda davayenoT iq sadac gvinda axali furclis Casma da 

SevasruloT Insert menius Pages qvemenius Page Break brZaneba an 

gamoviyenoT <Ctrl>+<Enter> klaviSTa kombinacia. 

paragrafis an abzacis SuaSi furclis bolos aRmniSvneli 

simbolos Casmis Tavidan acilebis mizniT movniSnoT Sesabamisi 

paragrafi an abzaci da Home an Page Layout menius Paragraph 
qvemenius  isarze mausis dawkapunebiT gaixsneba Paragraph dialo-

guri fanjara, romlis Line and Page Breaks  CanarTis Pagination 
velSi almiT movniSnoT Keep lines together brZaneba. 
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paragrafebs an abzacebs Soris furclis bolos aRmniSvneli 

simbolos ganTavsebis Tavidan acilebis mizniT gavimeoroT igive 

qmedeba da Pagination velSi almiT movniSnoT Keep with next 
brZaneba. paragrafis an abzacis win furclis bolos gansazRvris 

mizniT ki movniSnoT  Page break before brZaneba an gamoviyenoT 

<Ctrl>+<Enter> klaviSTa kombinacia. 

dokumentSi, romelic Sesrulebulia profesionalurad, 

gverdi arasodes ar mTavrdeba axali abzacis mxolod erTi xaziT da 

arc iwyeba abzacis mxolod wina gverdis bolo xaziT. abzacis bolo 

xazi calke gverdis dasawyisSi cnobilia rogorc Camokidebuli _ 

qvrivi striqoni. paragrafis pirveli xazi dokumentis axal gverdze 

ki cnobilia rogorc oboli _ damokidebuli, dasayrdens 

moklebuli striqoni.  

qvrivi da oboli striqonebis Tavidan aridebis mizniT unda 

movniSnoT Sesabamisi abzaci da Home an Page Layout menius 

Paragraph qvemenius  isarze mausis dawkapunebiT gaixsneba 

Paragraph dialoguri fanjara, romlis Line and Page Breaks  
CanarTis Pagination velSi almiT movniSnoT Widow/Orphan control 
brZaneba. 

SeniSvna: es varianti avtomaturad CarTulia _ CumaTobis 

principiT. 

 

 

 

6. stili da Tema 

 

stili. Word-Si teqstis daformatebis erT-erTi yvelaze 

mosaxerxebeli saSualeba aris stili. stili warmoadgens 
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daformatebis atributebis krebuls, anu SeiZleba Seicavdes 

garnituras, moxazulobas, Sriftis zomas, sworebas da sxvas. 

stilis gamoyenebis moxerxebulobis ZiriTadi arsi mdgomareobs 

imaSi, rom teqstis gamoyofili fragmentisaTvis stilis 

daformatebis yvela atributi gamoiyeneba erTdroulad da meore, 

rom stili iZleva saSualebas aucilebeli parametrebis erTxel 

miniWebis Semdeg am stiliT visargebloT yovelTvis, Tundac 

sxvadasxva dokumentebSi. 
 

 
sur. 6.1. Home menius Style qvemenius CamoSladi fanjara 

 

stili arsebobs ramodenime saxis: abzacis, simboloebis, 

cxrilebis da siebis stili. es niSnavs, rom esa Tu is stili 

SeiZleba iyos gamoyenebuli abzacisaTvis, teqstis nebismieri 

nawilisaTvis, siisaTvis an cxrilisaTvis. stilis gamoyenebis 

drosac ki didi dokumentis gaformeba, romelSic aris saTaurebi, 

cxrilebi, naxatis qveS warwerebi da sxva elementebi ikavebs 

sakmarisad did dros. 
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a) 

 
b) 

sur. 6.2. Create New Style from Formatting pirveli da meore damatebiTi 
dialoguri fanjrebi 

 

stilis SerCeva SeiZleba ganvaxorcieloT Home menius 

Style qvemenius   _ Row an  _ More Rilakebis saSualebiT. 

pirvel SemTxvevaSi moxdeba fanjaraSi stilebis Secvla, xolo 

More Rilakze xelis daWeriT CamoiSleba fanjara (sur. 6.1), sadac 
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mocemulia stilis nimuSebi Tavisi dasaxelebebiT (Normal, No 
Spacing da a. S.). 

Tu CamoSlil fanjaraSi avirCevT Save Selection as a New 
Quick Style ... brZanebas, maSin gaixsneba Create New Style from 
Formatting fanjara, romelSic SeiZleba SevarCioT stilis saxeli 

an movaxdinoT stilis modificireba Modify ... Rilakze xelis 

daWeriT (sur. 6.2 a). am dros  gaixsneba imave dasaxelebis momdevno 

fanjara, saidanac ganvaxorcielebT axali stilis parametrebis 

momarTvas (sur. 6.2 b). 
 

 
sur. 6.3. Apply Styles dialoguri fanjara 

 

Tu stilis formatis gasufTaveba gvsurs, maSin CamoSlil 

fanjaraSi unda avirCioT Clear Formatting brZaneba, xolo Tu 

avirCevT brZanebas Apply Styles, maSin gaixsneba imave saxelwodebis 

fanjara (sur. 6.3), saidanac SeiZleba Style Name velSi movaxdinoT 

stilis SerCeva an Modify RilakiT gavxsnaT Modify Style fanjara 

(sur. 6.6) da ganvaxorcieloT misi modifikacia  an Reapply 
RilakiT ganmeorebiT davubrundeT mis wina stils. stilis SerCeva 

agreTve SeiZleba moxdes  _ Styles Rilakis saSualebiT, 

romliTac gaixsneba Styles fanjara (sur. 6.4).  

 
72 

 



                 
sur. 6.4. Styles fanjara          sur. 6.5. Styles Inspector fanjara 

 

gaxsnil fanjaraSi SeiZleba SeirCes stili an  _ New 

Style RilakiT gaixsnas Create New Style from Formatting fanjara da 

movaxdinoT axali stilis Seqmna, an  _ Style Inspector RilakiT 

gavxsnaT imave saxelwodebis fanjara da ganvaxorcieloT 

paragrafis an teqstis daformatebis gasufTaveba (sur. 6.5).  _ 

Manage Styles RilakiT gaixsneba imave saxelwodebis stilis 

menejeris fanjara (sur. 6.7).  

Style Inspector fanjris  _ Reveal Formatting RilakiT 

SegviZlia gavxsnaT daformatebis dasaTvalierebeli fanjara Reveal 
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Formatting (sur. 6.8), xolo  _ New Style RilakiT axali 

stilis Sesaqmneli fanjara. 
 

 
sur. 6.6. Modify Style fanjara 

 

dokumentis Tema. Word 2007-Si teqstebis swrafi 

daformatebisaTvis axali instrumenti gamoCnda – dokumentis Tema. 

Sinaarsobrivad, Tema warmoadgens sxvadasxva tipis stilebis 

koleqcias, romlebic harmoniulad erwymian erTmaneTs. 

amitom dokumentis Temebi iZlevian saSualebas swrafad 

SevcvaloT teqstis, cxrilebis da specialuri elementebis 

daformatebis parametrebi, romlebic dokumentSi gvxvdeba. amasTan, 

yvela Semadgeneli nawili iqneba gaformebuli erTnair stilSi, 

Sesabamisad ar mogviwevs dafiqreba uxdeba Tu ara saTauri teqsts 
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da xom ar aris saWiro striqonebs Soris intervalebis gadideba da 

sxva. 
 

 
sur. 6.7. Manage Styles fanjara 

 

Microsoft Office Word 2007-Si dokumentSi Temis gamoyenebiT 

SesaZlebelia mTeli dokumentis swrafad da martivad daformateba, 

raTa mas hqondes profesionaluri da Tanamedrove saxe. dokumentis 

Tema – es aris daformatebis mTeli rigi erTobliobis arCevani, 

romelic uzrunvelyofen dokumentis saxes, ferTa sistemas, 

Sriftisa (saTaurebisa da ZiriTadi teqstis Sriftebs) da efeqtebis 

sqemas (xazebis da efeqtebis feriT Sevsebis CaTvliT).  
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miuxedavad imisa, rom Word-i uzrunvelyofilia  ramodenime 

winaswar gansazRvruli dokumentis TemiT, SesaZlebelia sakuTari 

Temis Seqmna da misi Senaxva Semdgomi gamoyenebis mizniT.  
 

 
sur. 6.8. Reveal Formatting damatebiTi fanjara 

 

dokumentis Tema SesaZloa airCes dokumentis Seqmnis 

dawyebamde, aseve SeiZleba misi gamoyeneba ukve gamzadebuli 
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teqstisaTvisac. amisaTvis, davawkapunoT Page Layout menius Themes 
qvemeniu Themes Rilakze. gaixsneba Temebis sia (sur. 6.9). 

 

 
sur. 6.9. Temebis sia 

 

Tu dokumentis fanjaraSi ganTavsebulia teqsti, maSin 

ubralod kursoris Temebis biblioTekaSi mausis maCveneblis Temis 

dasaxelebasTan miyvaniT SegveZleba davinaxoT cvlilebebi, anu, ar 

aris saWiro Temis saxelwodebaze dawkapuneba cvlilebebis 

dasaTvaliereblad. dokumentis Tema Seicavs sam ZiriTad komponents: 

ferebis krebuls, saTaurebisa da ZiriTadi teqstis Sriftebis 
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krebuls, aseve xazebis da efeqtebis krebuls. biblioTekaSi Temis 

amorCevis Semdeg misi komponentebis Secvlac SegviZlia.  

winaswar gansazRvruli dokumentis Temis gamosayeneblad, 

davawkapunoT Built-In qveS mdebare sasurvel Temaze, xolo 

individualuri Temis gamosayeneblad Custom-is qveS mdebare 

dokumentis Temaze. 

SeniSvna: Custom xelmisawvdomia mxolod maSin, Tu ukve 

Seqmnilia erTi an meti individualuri dokumentis Tema. 

Tu Tema, romlis gamoyenebac gadavwyviteT ar aris 

CamonaTvalSi, davawkapunoT Browse for Themes, raTa misi mdebareoba 

moviZioT kompiuterSi an qselSi. qselSi dokumentis Temebis 

mosaZebnad avirCioT More Themes on Microsoft Office Online brZaneba. 

nebismieri cvlileba, romelsac movaxdenT feris, Sriftis an 

xazebis da dokumentis Temis efeqtebiT Sevsebebis mimarT, SesaZloa 

Senaxul iqnas rogorc individualuri dokumentis Tema da 

gamoyenebul iqnas sxva dokumentebisaTvisac. amisaTvis Themes 
menius Page Layout qvemeniuSi davawkapunoT Themes Rilakze da 

CamoSlil fanjaraSi avirCioT Save Current Theme brZaneba; 

gaxsnili fanjris File Name velSi CavweroT Temis Sesabamisi 

saxeli. 

SeniSvna: momxmareblis mier Seqmnili dokumentis Tema inaxeba 

dokumentis Temebis (Document Themes) saqaRaldeSi da avtomaturad 

daemateba samomxmareblo Temebis sias. 

Cvens dokumentSi ferebis Secvla SegviZlia winasawar 

gansazRvruli ferTa Temis amorCevis gziT. roca virCevT axal 

ferTa Temas, Word-i avtomaturad aformatebs Cveni dokumentis 

sxvadasxva nawilebs im ferebiT, romelic mocemulia Built-In 



CamoSlil velSi. amisaTvis, mausi davawkapunoT Page Layout menius 

Themes qvemenius Colors Rilakze.  

SeniSvna: Tu dokumentSi gsurT SecvaloT Srifti, feri da 

efeqtebi, Sesabamisad daawkapuneT Themes qvemenius Fonts da Effects 
Rilakebze.  

 

 
sur. 6.10. Create New Theme Colors damatebiTi fanjara 

 

momxmarebels SeuZlia Secvalos ferTa Tema Tavisi survilis 

mixedviT da is myisierad Seexeba aqtiur dokuments, amasTan 

SesaZlebelia am cvlilebebis Senaxva sxva dokumentSi misi 

gamoyenebis mizniT. amisaTvis, Page Layout menius Themes qvemenius 

Colors Rilakze dawkapunebis Semdeg, CamoSlil velSi avirCioT 

Create New Theme Colors brZaneba. gaixsneba Create New Theme 
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Colors damatebiTi fanjara, sadac Theme colors velSi davafiqsirebT 

dokumentis sxvadasxva nawilebis ferebs da Sample velSi 

ganTavsebul nimuSSi moxdeba Sesabamisi cvlileba. Name  velSi 

CavweroT Cvens mier Seqmnili axali ferTa Temis dasaxeleba da Save 
RilakiT movaxdinoT misi Senaxva (sur. 6.10). 

 

 
sur. 6.11. Create New Theme Fonts damatebiTi fanjara 

 

analogiurad, momxmarebels SeuZlia Secvalos Sriftis 

Temac risTvisac, Page Layout menius Themes qvemenius Fonts 
Rilakze dawkapunebis Semdeg, CamoSlil velSi avirCioT Create New 
Theme Fonts brZaneba. gaixsneba Create New Theme Fonts damatebiTi 

fanjara, sadac Heading font velSi SevarCioT saTauris Srifti, 

Body font velSi ZiriTadi teqstis Srifti, xolo Name  zolSi 

CavweroT Cvens mier Seqmnili axali Sriftis Temis dasaxeleba da 

Save RilakiT movaxdinoT misi Senaxva (sur. 6.11). 

 

 

7. References meniu 

7.1. sarCevis Seqmna 

 

sarCevis Seqmnisas, avirCioT dokumentSi Tavis saTauris 

stili _ magaliTad, Heading 1, Heading 2 da Heading 3 _ romlis 
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gamoyenebac gvsurs sarCevSi. Word-i eZebs saTaurebs, romlebic 

Seesabamebian SerCeul stils, formats da ukveTavs Sesayvan teqsts 

saTauris stilTan SeTanxmebiT, Semdeg ki svams sarCevs dokumentSi. 

Word 2007 galereaSi warmodgenilia sarCevis mravalric-

xovani stili. movniSnoT Casaweri sarCevi da Semdeg davawkapunoT 

sarCevis galereaSi sasurvel stilze. Word 2007 moniSnuli 

saTaurebidan avtomaturad qmnis sarCevs. 

sarCevis Seqmnis yvelaze martivi xerxi mdgomareobs 

CaSenebuli _ built-in saTauris stilis gamoyenebaSi (heading styles – 

saTauris stili es aris gamoyenebuli daformatebis stili. Word-s 

aqvs 9 sxvadasxva CaSenebuli stili: Heading 1-dan Heading 9-mde). 

aseve momxmarebels SeuZlia Seqmnas sarCevi, romelic iqneba 

dafuZnebuli mis mier gamoyenebul individualur stilze an 

individualuri Seyvanili teqstisaTvis mianiWos sarCevs doneebi. 

markirebis Canawerebi CaSenebuli saTauris stilis 

gamoyeneba. movniSnoT saTauri, romlisTvisac gvsurs saTauris 

stilis gamoyeneba da Home menius Styles qvemeniuSi avarCioT 

sasurveli stili. 

magaliTad, movniSnoT teqsti, romelic gvsurs rom 

davamuSaoT rogorc mTavari saTauri da swrafi stilis galereaSi 

davawkapunoT stilze saxeliT Heading 1. 

SeniSvna: Tu siaSi ver vxedavT sasurvel stils, maSin swrafi 

stilis galereis gasafarToveblad davawkapunoT More isarze. 

Tu sasurveli stili swrafi stilis galereaSi ar Cndeba, 

gamoviyenoT <CTRL>+<SHIFT>+<S> klaviSTa kombinacia, romlis 

Semdegac gaixsneba Apply Styles dialoguri fanjara, sadac Style 
Name velSi SevarCioT sasurveli stili (sur. 6.3). 
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Tavebis nomrebis damateba. Tavebis nomrebis Camatebis mizniT, 

Tavebis saTaurebTan unda gamoviyenoTYunikaluri stili. 

magaliTad, Tu viyenebT Heading 1-is stils Tavis saTaurTan, maSin 

ar unda gamoviyenoT Heading 1 stili dokumentSi sxva nebismieri 

teqstisaTvis. 

Tavebis saTaurebis danomrvisaTvis dokumentSi movniSnoT 

pirveli Tavis saTauri da davawkapunoT Home menius Paragraph 
qvemenius Multilevel List Rilakis gverdiT mdgom isarze; CamoSlil 

siaSi avirCioT Tavis danomrvis ganmsazRvreli siidan erT-erTi, 

romelic Seicavs teqsts Heading 1 an Chapter 1 (sur. 3.3). Tavis 

danomrvis ganmsazRvreli sia iqneba gamoyenebuli dokumentSi 

saTauris stilisaTvis. Semdegi moniSnuli saTauris danomrvis 

dasamateblad, ukve unda davawkapunoT Sesabamisi saTauris stilze, 

Home menius Styles qvemenius swrafi stilis galereaSi. 

teqstis individualuri Canawerebis markireba. Tu gvsurs, 

rom sarCevi Seicavdes teqsts, romelic ar aris daformatebuli 

rogorc saTauri, saWiroa movaxdinoT teqstis individualuri Cana-

werebis markireba. amisaTvis, movniSnoT teqsti, romelic unda Cavs-

vaT sarCevSi; References menius Table of Contents qvemeniuSi avirCioT 

Add Text brZaneba da moniSnuli teqstisaTvis sasurveli markirebis 

misaniWeblad CamoSlil siaSi davawkapunoT sasurvel doneze, 

magaliTad, rogoricaa Level 1 sarCevSi mTavari donis saCveneblad an 

sxva. es procesi gavimeoroT, manam vidre ar movaxdenT mTeli im 

teqstis markirebas, romelic gvsurs rom iyos sarCevSi.  

mas Semdeg rac movaxdenT sarCevis Canawerebis markirebas, 

mzad varT sarCebis Sesaqmnelad. 

sarCevis Seqmna CaSenebuli sarCevis stilidan. es procedura 

gamoiyeneba maSin, rodesac dokumenti sarCevis stilis gamoyenebiTaa 



Seqmnili. amisaTvis, mausi davawkapunoT iq sadac sarCevis Casma 

gvsurs, Cveulebriv dokumentis dasawyisSi; References menius Table 
of Contents qvemeniuSi davawkapunoT Table of Contents-ze da 

CamoSlil siaSi avirCioT sarCevis sasurveli stili (sur. 7.1). 
 

     

     
sur. 7.1. References menius Table of Contents, Footnotes, Citations & 

Bibliography, Captions, Index da Table of Authorities qvemeniuebi 
 

SeniSvna: sarCevSi meti raodenobis doneebis Sesaqmnelad, 

Table of Contents dialoguri fanjris gasaxsnelad davawkapunoT 

Insert Table of Contents brZanebaze.  

sarCevis Seqmna ukve gamoyenebuli samomxmareblo stilidan. 

es procedura gamoiyeneba maSin, roca ukve gvaqvs sarCevis 

samomxmareblo stili. sarCevis Sesaqmnelad avirCioT sasurveli 

stilis momarTvis parametrebi. amisaTvis, mausis kursori 

dokumentSi davayenoT im adgilze, sadac gvsurs sarCevis Casma da 

References menius Table of Contents qvemeniuSi davawkapunoT Table of 
Contents-ze da CamoSlil siaSi avirCioT Insert Table of Contents 
brZaneba. gaxsnil Table of Contents dialogur fanjaraSi 

davawkapunoT Options Rilakze (sur. 7.2).  

gaixsneba Table of Contents Options damatebiTi dialoguri 

fanjara, romlis Available styles velSi vipoviT sarCevis stilis 

dasaxelebas, romelic unda gamoviyenoT dokumentSi, xolo TOC 
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level velSi, stilis saxelis gverdiT, unda CavweroT ricxvi 1-dan 9-

mde, im donis misaTiTeblad, romelic sasurvelia sarCevis stilis 

warmosadgenad (sur. 7.3).  
 

  
sur. 7.2. Table of Contents dialoguri fanjara 

 

SeniSvna: Tu gvsurs gamoviyenoT mxolod samomxmareblo 

stili, maSin TOC level velSi CaSenebuli stilisaTvis wavSaloT 

donis ricxvi, rogoricaa magaliTad, Heading 1. 

zemoT aRwerili operacia gavimeoroT sarCevis TiToeuli 

stilisaTvis, romlebic gsurT rom CarToT sarCevSi da 

davawkapunoT OK-ze. Table of Contents dialogur fanjaraSi 

avirCioT dokumentis tipis Sesabamisi sarCevi: 
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• Print Preview _ Tu vqmniT dokuments, romelic unda 

amoibeWdos; 

• Web Preview _ aris dokumentisaTvis, romelsac mkiTxveli 

waikiTxavs operatiul _ online reJimSi. am SemTxvevaSi SeiZleba 

Canawerebi sarCevSi davaformatoT rogorc hipermimarTva, ise rom 

mkiTxvelma SeZlos Sesabamis Tavze gadasvla sarCevSi mis 

dasaxelebaze dawkapunebiT. 
 

  
sur. 7.3. Table of Contents Options damatebiTi dialoguri fanjara 

 

arsebuli Sablonebidan erT-erTis gamoyenebis mizniT, 

Formats CamoSlad siaSi avirCioT CvenTvis saWiro varianti. 

sarCevis ganaxleba. Tu dokumentSi davamateT an amovagdeT 

sarCevi an sarCevis sxva Canawerebi, SegviZlia swrafad ganvaaxloT 

igi, risTvisac References menius Table of Contents qvemeniuSi 

davawkapunoT Update Table Rilakze da gaxsnil fanjaraSi avirCioT 

an Update page numbers only an Update entire table. 
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sarCevis waSla. References menius Table of Contents qvemeniuSi 

davawkapunoT Table of Contents Rilakze da CamoSlil siaSi 

avirCioT Remove Table of Contents brZaneba. 

 

 

7.2. sqolio 

 

Footnote da Endnote gamoiyeneba beWvdiT dokumentebSi raTa 

aixsnas, gaukeTdes komentari an iyos gamotanili sqolioebi. 

SegviZlia gamoviyenoT sqolio _ Footnote yoveli gverdis an 

teqstis bolos detaluri komentarisaTvis da sqolio _ Endnote 
dokumentis an seqciis boloSi gamotanili SeniSvnebisa da wyaroebis 

citirebisaTvis. 

Footnote da  Endnote Sedgeba ori dakavSirebuli nawilisagan 

_ minaweris SeniSvnis niSnisagan (minaweris SeniSvnis niSnani: es aris 

ricxvi, simbolo an simboloebis kombinacia, romelic miuTiTebs 

rom damatebiTi informacia mocemulia Footnote-Si an  Endnote-Si) da 

SeniSvnis Sesabamisi teqstisagan. sqolio Sedgeba Footnote da  

Endnote minaweris SeniSvnis niSnis, gamyofi xazisa da sqolios 

(Footnote) teqstisagan an dokumentis boloSi gamotanili sqolios 

(Endnote) teqstisagan. 

sqolios (Footnote, Endnote) Casma. mas Semdeg rac 

gansazRvravT sqolios numeraciis sqemas Word-i avtomaturad 

nomravs Footnote da Endnote. SegiZliaT gamoiyenoT mimdevrobiTi 

numeraciis sqema yvelgan dokumentSi an SegiZliaT gamoiyenoT 

numeraciis gansxvavebuli sqema TiToeuli seqciis farglebSi 

dokumentSi. 



roca xdeba sqolios Camateba, waSla an gadagaqvT 

avtomaturad danomrili sqolio Word-i xelaxla gadanomravs 

Footnote da Endnote-is sqolios. 

sasurvelia furcels hqondes dasabeWdi stili Print Layout, 
radganac am stilis dros dokuments eqneba iseTi saxe, rodesac 

elementTa jgufi, iseTebi rogoricaa TavsarTebi, sqolio, svetebi 

da teqsturi yuTebi Cans maT faqtiur mdgomareobaSi. mausis 

maCvenebeli davayenoT iq sadac gvinda CavsvaT sqolios niSani da 

References menius Footnotes qvemeniuSi davawkapunoT Insert Footnote 
an Insert Endnote Rilakze. 

momdevno Footnote sqolios Casasmelad SeiZleba gamoviyenoT 

<CTRL>+<ALT>+<F>, xolo Endnote sqolios Casasmelad 

<CTRL>+<ALT>+<D> klaviSTa kombinacia.      

CumaTobis principiT Word-i Footnote-s svams TiToeuli 

furclis bolos da Endnote-s dokumentis boloSi. 

Footnote-is an Endnote-is formatSi cvlilebebis Sesatanad 

Footnotes qvemenius  isarze mausis dawkapunebiT gaixsneba 

Footnote and Endnote dialoguri fanjara, romlis Number format 
CamoSlad velSi avirCioT sasurveli formati, xolo samomxmareblo 

niSnis gamosayeneblad tradiciuli ricxviTi formatis nacvlad 

sxva formatis niSnis asarCevad an Custom mark velSi unda 

CavweroT saWiro simbolo an davawkapunoT Symbol Rilakze da 

gaxsnili Symbol fanjaraSi SevarCioT simbolo, ris Semdegac 

davawkapunoT Insert Rilakze (sur. 7.4). 
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sur. 7.4. Footnote and Endnote dialoguri fanjara 

 

SeniSvna: zemoT aRniSnuli operacia ar Secvlis arsebul 

simboloebs, mxolod daamatebs axlebs.  

Word-i svams sqolios nomers da ganaTavsebs kursors 

sqolios ricxvis gverdiT, ris Semdegac unda Caiweros sqolios 

teqsti. sqolios niSanze dasabruneblad orjer unda davawkapunoT 

dokumentSi Footnote-is an Endnote-is nomerze. 

Footnote an Endnote-is ricxviTi formatis Secvla. ricxviTi 

formatis Sesacvlelad movaTavsoT kursori seqciaSi sadac gvsurs 

Footnote-is an Endnote-is formatis Secvla. Tu dokumenti ar aris 

seqciebad dayofili, movaTavsoT kursori dokumentis nebismier 

adgilze. Footnote-is an Endnote-is formatSi cvlilebebis 

Sesatanad Footnotes qvemenius  isarze mausis dawkapunebiT 

gaxsnil Footnote and Endnote dialoguri fanjris Number format 
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CamoSlad velSi avirCioT sasurveli formati da davawkapunoT 

Apply Rilakze.   

Footnote an Endnote gagrZelebis Setyobinebis Seqmna. Tu 

Footnote an Endnote sqolio Zalian grZelia da ar Seesabameba 

furcels, SegviZlia SevqmnaT gagrZelebis Setyobineba, raTa 

mkiTxvels SeeZlos icodes, rom sqolio grZeldeba Semdeg gverdze. 

amisaTvis, pirvel rigSi dokumenti gadaviyvanoT proeqtis Cvenebis 

reJimze, risTvisac davawkapunoT status zolSi arsebul Draft    

(proeqti) Rilakze an View  menius Document Views  qvemenius Draft 
brZanebaze, Semdeg References menius Footnotes qvemeniuSi 

davawkapunoT Show Notes Rilakze. dokumentis qveda nawilSi 

gaixsneba SeniSvnebis paneli. SeniSvnis panelis Footnote an Endnote 
velSi avirCioT Footnote Continuation Notice an Endnote Continuation 
Notice da SeniSvnis panelSi CavweroT sasurveli teqsti, romelic 

gvinda rom gamoviyenoT gagrZelebis cnobebis mizniT. magaliTad, 

CavweroT Endnotes continued on the next page-i. 

sqolios waSla. dokumentSi movniSnoT wasaSleli Footnote 
an Endnote-is sqolios niSani da Semdeg daaWireT xeli <DELETE> 
klaviSs. 

 

 

7.3. bibliografiis Seqmna 

 

bibliografia aris wyaroebis sia, romelic Cveulebriv 

ganTavsebulia dokumentis boloSi, romelsac mimarTavs mkiTxveli 

cnobisTvis an avtori axdens citirebas dokumentis Seqmnis dros. 

Word 2007-Si SegiZliaT avtomaturad SeqmnaT sawyis informaciaze 

dafuZnebuli bibliografia. 
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nebismier dros, roca vqmniT axal wyaros, sawyisi informacia 

aris Senaxuli kompiuterSi, ise rom SegviZlia nebismieri Cvens mier 

Seqmnili wyaros moZebna da gamoyeneba.   

dokumentSi axali citatis da wyaros damateba. roca 

dokumentSi unda CavamatoT axali citata an SevqmnaT axali wyaro, 

romelic Semdgom gaCndeba bibliografiaSi, saWiroa References 
menius Citations & Bibliography qvemeniuSi davawkapunoT Style velis 

gverdiT isarze da CamoSlil siaSi avirCioT sasurveli stili, 

romlis gamoyenebac gvsurs citatisa da wyarosaTvis. magaliTad, 

sazogadoebriv mecnierebaTa dokumentebSi Cveulebriv, citatebisa 

da wyaroebisaTvis, iyeneben MLA an APA stils. Semdeg mausis 

maCvenebeli davayenoT frazis an winadadebis boloSi, romlis 

citirebac gvinda da References menius Citations & Bibliography 
qvemeniuSi davawkapunoT Insert Citation-ze. amis Semdeg CamoSlil 

siaSi avirCioT erT-erTi Semdegidan: 

• sawyisi informaciis dasamateblad avirCioT Add New Source, 
romlis drosac gaixsneba Create Source dialoguri fanjara 

(sur. 7.5); 

• Wdis _ Placeholder dasamateblad, rom SevZloT citatis Seqmna 

da mogvianebiT sawyisi informaciiT misi Sevseba, avirCioT Add 
New Placeholder-ze. am dros gaixsneba Placeholder Name 
dialoguri fanjara, sadac unda CavweroT wyaros saxeli, 

romlis redaqtireba SemdgomSi SesaZlebelia References menius 

Citations & Bibliography qvemenius Manage Source RilakiT (sur. 

7.6). am dros mocemuli wyaros saxelis win Source Manager 
fanjris Current List velSi kiTxvis niSani Cndeba. 



 
 

 
sur. 7.5. Create Source dialoguri fanjris Semoklebuli da sruli 

varianti 

sawyisi informaciis Sevseba unda daviwyoT Type of Source-s 
gverdiT mdgom isarze dawkapunebiT; magaliTad, wyaro SesaZloa iyos 

wigni, moxseneba an veb-saiti. amis Semdeg SevavsoT wyarosaTvis 

bibliografiuli informacia wyaros Sesaxeb ufro meti damatebiTi 

informaciis Casamateblad, almiT movniSnoT Show All Bibliography 
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Fields veli, ris Semdegac dialoguri fanjara miiRebs sruli 

variantis saxes (sur. 7.5). 
 

  
sur. 7.6. Placeholder Name dialoguri fanjara  

 

SeniSvna: damatebiTi wyaroebis an wyaroebis Sesaxeb 

damatebiTi informaciis mosapoveblad, romlis citirebac gvsurs, 

Insert Citations RilakiT CamoSlil siaSi avirCioT Search Libraries 
brZaneba. magaliTad, biblioTekis am koleqciaSi SegviZlia moviZioT 

biblioTekis monacemTa baza arsebuli yoveli Sesabamisi specifiuri 

TemisaTvis. am dros citata erTxel dawkapunebiT SegviZlia CavsvaT 

dokumentSi an SegviZlia davamatoT sawyisi informacia wyaroebis 

mimdinare siaSi misi mogvianebiT gamoyenebis mizniT. 

Tu Cveni wyaroebisaTvis virCevT GOST an ISO 690 stils da 

citatebi ar aris unikaluri, welTan erTad davurToT alfavitis 

niSnebi. magaliTad, citata iqneboda ase (Pasteur, 1848a). 

Tu virCevT ISO 690 - Numerical Reference da citatebi mainc 

Cndebian momentalurad, maSinve, unda davawkapunoT ISO 690 stilze 

xelmeored da Semdeg xeli davaWiroT <ENTER> klaviSs, citatis 

sworad SesakveTad. 
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sur. 7.7. Source Manager dialoguri fanjara 

 

wyaros Zebna. wyaros siebi, romelTac mxedvelobaSi viRebT 

an vaxdenT mis citirebas, SeiZleba iyos Zalian grZeli. dro da dro 

SesaZloa moviZioT wyaro, romlis citirebac movaxdineT sxva 

dokumentSi References menius Citations & Bibliography qvemenius 

Manage Sources brZanebis gamoyenebiT. am dros gaixsneba Source 
Manager dialoguri fanjara (sur. 7.7). 

Tu vxsniT axal dokuments, romelic jer kidev ar Seicavs 

citatebs, yvela wyaro, romelic gamoviyeneT wina dokumentebSi, 

Cndeba Master List velSi. 

Tu vxsniT dokuments, romelic Seicavs citatebs, am 

citatebis wyaroebi Cndeba Current List velSi da yvela wyaro 

romelic gamoviyeneT wina dokumentebSi an mimdinare dokumentSi, 

gamoCndeba Master List velSi. 
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gansazRvruli wyaros mosaZieblad unda gavakeToT erT-erTi 

Semdegidan: 

• dalagebis (mowesrigebis) velSi, davalagoT avtoris, 

saTauris, citatis Wdis saxelis an welis mixedviT da Semdeg 

movZebnoT saSedego siaSi saZiebeli wyaro. 

• Search velSi wyarosaTvis CavweroT mosaZebni wyaros saTauri 

an avtoris gvari. sia dinamiurad SeizRudeba saZiebeli 

striqonis Sesabamisad. 

SeniSvna: SegviZlia Source Manager fanjris Browse Rilakze 

davawkapunoT, raTa amovarCioT sxva avtorTa sia, romlidanac 

dokumentSi SeiZleba ganxorcieldes axali wyaroebis importireba. 

magaliTad, SesaZlebelia SeerTeba failis nawilTan, kolegis 

kompiuterul naSromTan, serverTan, universitetis veb-gverdTan an 

institutis naSromTan. 

citatis Wdis redaqtireba. zogjer, SesaZlebelia saWiro 

gaxdes citatis Wdis Seqmna da Semdeg didxans velodoT 

bibliografiis pirveladi informaciiT Sevsebas. nebismieri 

cvlilebebi, romlebsac vanxorcielebT wyaroze, avtomaturad 

aisaxeba bibliografiazec, Tu is ukve gvaqvs Seqmnili. am dros 

mocemuli wyaros saxelis win Source Manager fanjris Current List 
velSi kiTxvis niSani Cndeba. 

citatis Wdis redaqtirebisaTvis References menius Citations 
& Bibliography qvemeniuSi davawkapunoT Manage Sources Rilakze da 

gaxsnil Source Manager fanjris Current List velSi movniSnoT 

citatis is Wde, romlis redaqtirebac gvsurs; 

SeniSvna: citatis Wdis wyaroebi moTavsebulia alfavituri 

TanmimdevrobiT Source Manager fanjaraSi, yvela sxva wyaroebTan 

erTad, romlebic efuZneban citatis Wdis saxels. citatis Wdis 
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saxeli CumaTobis principiT aris ricxvi, magram SegviZlia 

movmarToT is nebismieri sasurveli niSniT da davawkapunoT Edit 
Rilakze. am dros gaixsneba Edit Source dialoguri fanjara, 

romelic Create Source fanjris analogiuria (sur. 7.5). 

bibliografiis Seqmna. mas Semdeg, rac CavsvamT erT an met 

wyaros dokumentSi bibliografiiis Seqmna SesaZlebelia nebismier 

adgilze. Tu ar vflobT yvela informacias rac saWiroa wyaros 

Sesaxeb sruli citatis Seqmnis mizniT, SegviZlia gamoviyenoT 

citatis Wde da Semdeg mogvianebiT SevavsoT sawyisi informacia. 

SeniSvna: Placeholder _ citatis Wde bibliografiaSi ar 

figurirebs. 

davawkapunoT dokumentis im adgilze, sadac gvsurs 

bibliografiis Casma, Cveulebriv dokumentis boloSi da References 
menius Citations & Bibliography qvemeniuSi davawkapunoT Bibliography 
Rilakze. CamoSlil siaSi avirCioT bibliografiis winaswar 

damuSavebuli erT-erTi formati, raTa bibliografia CavsvaT 

dokumentSi. 

 

 

7.4. obieqtebze saTauris warwera 

 

saTaurebis Casma an waSla. saTauri aris Figure 1 tipis 

danomrili Wde, romelic SegviZlia daamatoT nebismier obieqts 

(figura, cxrili, gantoleba an sxva). saTauri Sedgeba Wdisa da 

nomrisagan, romelsac Microsoft Office Word Tavad svams. 

sxvadasxa tipis elementebisaTvis SegviZlia SevcvaloT 

saTauris Wde da ricxvis formati. magaliTad, cxrili II, Table II, 
Equation 1-A. aseve SesaZlebelia axali saTauris Wdis Seqmna.  



magaliTad, Photo. Tu mogvianebiT vamatebT, vSliT an gadagvaqvs 

saTauri, SeiZleba saTauris nomrebis iolad ganaxleba. 
 

 
sur. 7.8. Caption dialoguri fanjara 

 

saTauris damateba. figurebs, gantolebebs an sxva obieqtebs 

SegviZlia davumatoT saTauri. aseve SegviZlia gamoviyenoT es 

saTaurebi, raTa SevqmnaT dasaTaurebuli punqtebis cxrili. 

magaliTad, figurebis, naxazebis, suraTebis cxrili an gantolebaTa 

cxrili. 

Tu dokumentSi obieqti daformatebulia rogorc mcuravi 

obieqti (mcuravi obieqti es aris grafikuli gamosaxuleba an sxva 

obieqti, romelic Casmulia saxatav areSi ise, rom SevZloT misi 

moTavseba zustad furcelze teqstis an sxva obieqtis win an 

Semdeg), misTvis saTauris damateba ganxorcieldeba Semdegi 

instruqciis mixedviT: 

• movniSnoT obieqti (cxrili, gantoleba, figura, naxazi, 

naxati an sxva) romlisTvisac gvsurs saTauris damateba;  
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• References menius Captions qvemeniuSi davawkapunoT Insert 
Caption Rilakze;  

• gaxsnili Caption dialoguri fanjris Label velSi, 

SevarCioT Wde, romelic yvelaze kargad aRwers Cvens 

obieqts (sur. 7.8). Tu siis arcerTi elementi ar 

Seesabameba Cvens obieqts, maSin davawkapunoT New Label 
Rilakze da gaxsnili New Label damatebiTi fanjris 
Label velSi CavweroT axali Wde, nebismieri teqsti, 

punqtuaciis niSnis CaTvliT, romelic gvsurs rom Candes 

Wdis Semdeg;  

• Caption dialogur fanjarSi SevarCioT saTauris sxva 

parametrebi; 

• operacia davasruloT OK Rilakze dawkapunebiT.  

SeniSvna: pirvelad Word svams saTaurebs teqstis saxiT, 

xolo saTauris momdevno ricxvs ki rogorc vels. Tu saTauri 

gamoiyureba ase {SEQ Table \* ARABIC}, Word-i gviCvenebs velis 

kodebs velis Sedegebis nacvlad. velis kodi es aris `Semvsebi~ 

teqsti, romelic gviCvenebs Tu sad gamoCndeba velSi monacemTa 

wyarodan gansazRvruli informacia. velis kodi moicavs velis 

maxasiaTeblebs, velis tips da instruqcias. velis Sedegis 

dasanaxad davaWiroT <ALT>+<F9> klaviSTa kombinacias an velis 

kodze mausis marjvena klaviSiT gaxsnil konteqstur meniuSi 

davawkapunoT Toggle Field Codes brZanebaze. 

mcuravi obieqtisTvis saTauris damateba. Tu gvsurs 

obieqtisa da misi saTauris garSemo teqstis ganTavseba an gvinda 

SevZloT obieqtis gadaadgileba saTaurTan erTad, maSin obieqtic da 

saTauric unda CavsvaT teqstur yuTSi, risTvisac movniSnoT 

SerCeuli obieqti da Insert menius Text qvemeniuSi Text Box RilakiT 



CamoSlil siaSi avirCioT Draw Text Box brZaneba. amis Semdeg 

SevasruloT saTauris damatebisaTvis gaTvaliswinebuli zemoT 

aRwerili instruqcia. 

saTauris waSla. moniSneT saTauri romlis waSlac gsurT 

dokumentidan; xeli davaWiroT <DELETE> klaviSs. mas Semdeg rac 

wavSliT saTaurs, SegviZlia ganvaaxloT darCenili saTaurebi. 

saTaurebis Secvla. SesaZlebelia danomrvis formatis, 

saTaurSi Wdis an yvela saTauris Wdis Secvla dokumentSi da 

ganaaxloT yvela Wde dokumentSi erTi an ramodenime cvlilebis 

Setanis Semdeg. 

erTaderTi saTauris Wdis Sesacvlelad movniSnoT 

Sesacvleli saTauri, xeli davaWiroT jer <DELETE> da Semdeg 

<ENTER> klaviSs; amis Semdeg CavsvaT axali saTauri, romelsac 

eqneba sasurveli gamosayenebeli Wde.  
 

 
sur. 7.9. Caption Numbering damatebiTi dialoguri fanjara 

 

yvela saTaurSi Wdis, igive tipis WdiT Sesacvlelad 

movniSnoT is saTauris nomeri, romelsac aqvs Sesacvleli Wde; 

magaliTad, movniSnoT 1-ani Figure 1 saTaurSi. davawkapunoT 

References menius Captions qvemenius Insert Caption Rilakze da 

gaxsnili Caption dialoguri fanjris Label velSi SevarCioT 
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sasurvel Wdeze an daawkapuneT New Label Rilakze; magaliTad, 

Table. 
saTaurisaTvis danomrvis formatis Sesacvlelad movniSnoT 

im saTauris nomeri, romlis Secvlac gvsurs; magaliTad, movniSnoT 

1-ani Figure 1 saTaurSi. davawkapunoT References menius Captions 
qvemenius Insert Caption Rilakze da gaxsnili Caption dialogur 

fanjaraSi davawkapunoT Numbering Rilakze.  gaxsnil Caption 
Numbering damatebiT dialoguri fanjris Format velSi SevarCioT 

sasurvel danomrvis formati (sur. 7.9).  

moniSnuli saTauris nomeri ganaaxlebs ricxvs axali 

formatiT da aseve iqneba ganaxlebuli nomrebi sxva saTauris 

ricxvebSi, romlebic dakavSirebulia am WdesTan. saTaurebi, 

romlebic iyeneben sxvadasxva Wdeebs ar iqneba Secvlili. 

magaliTad, Tu davamatebT Tavebis nomrebs saTaurebSi, romlebsac 

aqvT suraTis Wdeebi, maSin cvlileba ar Seexeba saTaurebs, 

romlebsac aqvT gantolebis Wde. 

saTaurSi Tavebis nomris CarTva. Tavebis nomris saTaurSi 

Casamateblad movniSnoT saTaurSi dasamatebeli punqti da 

davawkapunoT References menius Captions qvemenius Insert Caption 
Rilakze; gaxsnili Caption dialoguri fanjris Label velSi, 

avirCioT an CavweroT sasurveli saTauri da davawkapunoT 

Numbering Rilakze. gaixsneba Caption Numbering damatebiT 

dialoguri fanjara, romelSic almiT movniSnoT Include chapter 
number veli. Chapter starts with style siaSi, avirCioT Tavis 

saTauris stili _ magaliTad, Heading 1, Heading 2 da Heading 3, 

xolo Use separator siaSi, movniSnoT punqtuaciis is niSani, 

romliTac gamoiyofa Tavis nomeri saTauris nomrisagan (sur. 7.9). 



saTauris nomris ganaxleba. Tu dokumentSi unda CavsvaT 

axali saTauri, Word-i avtomaturad ganaaxlebs saTauris nomers. 

Tumca, Tu unda wavSaloT an gadavanacvloT saTaurebi, maSin xeliT 

unda moxdes saTaurebis ganaxleba.  

saTauris ganaxlebis mizniT movniSnoT es  saTauri, xolo 

saTaurebis ganaxlebisaTvis ki mTeli dokumenti da mausis marjvena 

klaviSiT gaxsnil konteqstur meniuSi avirCioT Update Field 
brZaneba. 

SeniSvna: aseve SegiZliaT ganaaxloT saTaurebi 

gansazRvruli saTaurebis an mTeli dokumentis moniSvniT da Semdeg 

<F9> klaviSze xelis daWeriT. 
 

 
sur. 7.10. Table of Figures dialoguri fanjara 
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figurebis saTaurebze dafuZnebuli cxrilis Seqmna. 

dokumentSi, sadac figurebis saTaurebze dafuZnebuli cxrilis 

Casma gvsurs, CavayenoT mausis maCvenebeli da davawkapunoT 

References menius Captions qvemenius Insert Table of Figures Rilakze. 

gaxsnili Table of Figures dialogur fanjaraSi General velis 

Caption label CamoSlad siaSi movniSnoT Wde, romlis gamoyenebac 

gvsurs (sur. 7.10).  

Tu dokumenti Seicavs saTaurebs gansxvavebuli WdeebiT da 

gvinda CavrToT yvela saTauri figurebis saTaurebze dafuZnebul 

cxrilSi, davawkapunoT Options Rilakze da gaxsnil Table of Figures 
Options damatebiTi dialogur fanjaraSi almiT movniSnoT Style da 

misive CamoSlad siaSi unda SeirCes Caption punqti (sur. 7.11). 
 

 
sur. 7.11. Table of Figures Options damatebiTi dialoguri fanjara 

 

SeniSvna: Tu dokumentSi unda ganvaxorcieloT saTauris 

cvlileba, SegviZlia ganvaaxloT figurebis saTaurebze 

dafuZnebuli cxrili misi moniSvniT da Semdeg <F9> klaviSze 

xelis daWeriT. 
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7.5. alfavituri (sagnobrivi) maCveneblis Seqmna 

 

alfavituri (sagnobrivi) maCvenebeli es aris raime sityvebis 

(magaliTad, terminebis) sia, romelic dokumentSi gvxvdeba da Zebnis 

gaadvilebis mizniT dalagebulia alfavitis mixedviT. maCvenebeli 

Seicavs dokumentis teqstis im gverdebis nomrebs, romelzec 

mocemuli sityva gvxvdeba. aseTi maCveneblebi albaT yvelas unaxavs, 

magaliTad, teqnikur wignebSi, saxelmZRvaneloebSi. rogorc wesi, 

alfavituri maCvenebeli ganTavsebulia dokumentis boloSi. 

igulisxmeva, rom momxmarebeli amzadebs an ukve moamzada 

raime moculobiTi dokumenti (wigni, angariSi, referati, sakurso 

samuSao, samagistro samuSao, disertacia da a. S.). alfavituri 

maCvenebelis  Seqmna ufro kargia dokumentis Seqmnis procesSia, 

Tumca es SesaZlebelia uSualod amobeWdvis an/da dokumentis 

gamoqveynebis winac. 
 

 
sur. 7.12. Mark Index Entry dialoguri fanjara 

 
102 

 



imisaTvis, rom saWiro sityva daematos maCvenebels, 

aucilebelia jer moiniSnos es sityva da mere mausiT davawkapunoT 

References menius Index qvemenius Mark Entry Rilakze an 

gamoviyenoT <Alt>+<Shift>+<X> klaviSTa kombinacia. gaixsneba Mark 
Index Entry dialoguri fanjara, romlis Main entry veli ukve 

Seicavs moniSnul sityvas (sur. 7.12). amis Semdeg sakmarisi iqneba 

mxolod Mark Rilakze xelis daWera da sityva Setanili iqneba 

maCveneblis siaSi. Tu Cven gvWirdeba maCvenebelSi miTiTebuli iyos 

dokumentis yvela is gverdi, sadac mocemuli sityva gvxvdeba, maSin 

xeli unda davaWiroT Mark All Rilaks. am operaciis Sedegad 

avtomaturad  CairTveba Home menius Paragraph  qvemenius 

Show/Hide   Rilaki, xolo teqstSi SerCeuli sityvis Semdeg 

Caemateba Semdegi saxis veli: 

 
Subentry veli gamoiyeneba maCveneblis ZiriTadi 

terminisaTvis damatebiTi elementis Sesayvanad. magaliTad, Wodr-is 
fanjris struqturis ganxilvis dros Cven vnaxeT, rom igi Seicavs 

sxvadasxva zolebs: saTauris, instrumentebis panelis, menius, 

statusis. amgvarad, sityva `zoli~ iqneba ZiriTadi, xolo danarCeni 

terminebi ki damatebiTi. 

dialoguri fanjris Options jgufSi ganTavsebulia sami 

gadamrTveli, romelTa moniSvna iZleva Semdeg Sedegs: 

• Cross-reference _ jvaredini mimarTva _ gamoiyeneba im 

SemTxvevaSi, rodesac Seqmnilia erTi terminis Sesabamisi 

maCvenebeli da teqstSi aRmoCndeba sxva sityva, ukve 

arsebuli maCveneblis identuri. gaCumebis principiT am 

gadamrTvelis gaswvriv Cawerilia sityva `see~, romelic 

Semdgom SeiZleba Seicvalos CvenTvis sasurveli sityviT. 
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momxmarebeli (mkiTxveli) dainaxavs, rom mimarTva aris 

sxva elementze da gadava iq; 

•  Current page _ mimdinare gverdi _ es gadamrTveli 

CarTulia gaCumebis principiT. es niSnavs, rom arCeuli 

sityva mimarTvas gaakeTebs maCvenebelSi dokumentis im 

gverdze, sadac es termini gvxvdeba; 

• Page range _ gverdebis diapazoni _ am gadamrTvelis 

arCevis SemTxvevaSi maCvenebelSi Cawers gverdebis 

diapazons, romelSic gvxvdeba saWiro informacia. es 

SesaZlebloba rom gamoviyenoT winaswar unda Seiqmnas 

diapazonis saniSnobeli (Bookmark). amisaTvis movniSnoT 

is teqsti, romelzec unda ganxorcieldes mimarTva. 

davayenoT saniSnobeli am fragmentisaTvis. Semdeg gavxsnaT 

Mark Index Entry dialoguri fanjara, Main entry velSi 

maCveneblis elementisaTvis CavweroT teqsti, CavrToT 

Page range CamrTveli da Bookmark velSi saniSnobelTa 

siidan amovarCioT aRniSnuli fragmentis Sesabamisi 

saniSnobeli. operacia davasruloT Mark Rilakze 

dawkapunebiT. 

Page number format jgufSi maCveneblisaTvis SeiZleba SeirCes 

gverdis nomris formati. 

mas Semdeg, rac mTel dokumentSi moxdeba maCvenebelSi 

Casaweri saWiro terminebisa da frazebis moniSvna, unda 

ganxorcieldes maCveneblis formireba. amisaTvis, saWiroa mausis 

maCvenebeli CavayenoT dokumentis im adgilze, sadac unda ganTavsdes 

maCvenebeli da mausi davawkapunoT References menius Index qvemenius 

Insert Index Rilakze. gaixsneba Index dialoguri fanjara (sur. 

7.13). 



 

 
sur. 7.13. Index dialoguri fanjara 

 

avarCioT maCveneblis aucilebeli formati, maCveneblis 

elementebis ganTavsebis tipi, maCvenebelSi svetebis raodenoba, ena 

da davawkapunoT OK Rilakze. alfavituri maCvenebeli Seiqmneba. 

aucilebeli parametrebis SerCevis dros Print Preview velSi 

davinaxavT, Tu rogori saxe eqneba Cvens alfavitur maCvenebels da 

amgvarad, gadavwyvetT, gvawyobs Tu ara esa Tu is parametri. 

maCveneblis Seqmna davasruloT OK RilakiT. 
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7.6. citatebis siis Seqmna 

 

citatebis siaSi mocemulia dokumentSi gamoyenebuli 

citatebi da Zebnis gaadvilebis mizniT maCvenebeli Seicavs 

dokumentis teqstis im gverdebis nomrebs, romelzec mocemuli 

citata gvxvdeba.  

igulisxmeva, rom momxmarebeli amzadebs an ukve moamzada 

raime moculobiTi dokumenti (wigni, angariSi, referati, sakurso 

samuSao, samagistro samuSao, disertacia da a. S.). citatebis siis 

Seqmna ufro mosaxerxebelia dokumentis Seqmnis procesSi, Tumca 

es SesaZlebelia uSualod amobeWdvis an/da dokumentis gamoqveynebis 

winac. 
 

 
sur. 7.14. Mark Citation dialoguri fanjara 

 

imisaTvis, rom saWiro citata daematos sias, aucilebelia 

jer moiniSnos es citata da mere mausiT davawkapunoT References 

menius Table of Authorities qvemenius Mark Citation Rilakze an 

gamoviyenoT <Alt>+<Shift>+<I> klaviSTa kombinacia. gaixsneba Mark 
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Citation dialoguri fanjara, romlis Selected text veli ukve Seicavs 

moniSnul citatas (sur. 7.14). amis SemdegShort citation velSi 

SeiZleba SevitanoT am citatis mokle dasaxeleba da 

davawkapunoT Mark Rilakze da citata Setanili iqneba 

citataebis siaSi. Tu Cven gvWirdeba siaSi miTiTebuli iyos 

dokumentis yvela is gverdi, sadac mocemuli citata gvxvdeba, maSin 

xeli unda davaWiroT Mark All Rilaks. am operaciis Sedegad 

avtomaturad  CairTveba Home menius Paragraph  qvemenius 

Show/Hide   Rilaki, xolo teqstSi SerCeuli sityvis Semdeg 

Caemateba Sesabamisi veli. 

 

 

sur. 7.15. Table if Authorities dialoguri fanjara 

 
107 

 



mas Semdeg, rac mTel dokumentSi moxdeba maCvenebelSi 

Casaweri saWiro citatebis moniSvna, unda ganxorcieldes 

maCveneblis formireba. amisaTvis, saWiroa mausis maCvenebeli 

CavayenoT dokumentis im adgilze, sadac unda ganTavsdes maCvenebeli 

da mausi davawkapunoT References menius Table of Authorities 
qvemenius Insert Table of Authorities Rilakze. gaixsneba Table of 
Authorities dialoguri fanjara (sur. 7.15). 

avarCioT maCveneblis aucilebeli formati, maCveneblis 

elementebis ganTavsebis tipi, ena da davawkapunoT OK Rilakze. 

citatebis sia Seiqmneba. aucilebeli parametrebis SerCevis dros 

Print Preview velSi davinaxavT, Tu rogori saxe eqneba Cvens 

citatebis sias da amgvarad, gadavwyvetT, gvawyobs Tu ara esa Tu is 

parametri. 

maCveneblis Seqmna davasruloT OK RilakiT. 

 
 

8. orTografiuli da gramatikuli Semowmeba 

 

Word-i saSualebas iZleva SevamowmoT inglisur enaze 

Sesrulebul dokumentSi arsebuli orTografiuli da gramatikuli 

Secdomebi, agreTve gamoviyenoT sinonimebis (Tezaurusebis) 

leqsikoni. amasTan, unda gvaxsovdes, rom eseni arian mxolod 

avtomaturi damxmare saSualebebi da teqstis literaturuli 

damuSavebis samuSaos Cvens magivrad ver Seasrulebs. orTografiuli 

da gramatikuli Semowmeba SeiZleba ganxorcieldes rogorc teqstis 

Setanis procesSi, aseve misi Setanis Semdegac. pirvel SemTxvevaSi 

saWiroa axali dokumentis gaxsnisTanave Office Button  menius 

Word Options Rilakze dawkapunebiT gaxsnil Word Options fanjris 
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Proofing CanarTSi almiT movniSnoT When correcting spelling and 
grammar in Word velis Sesabamisi punqtebi. amis Semdeg 

orTografiuli Semowmeba ganxorcieldeba avtomaturad _ 

Setanili sityvebis Word-is CaSenebuli leqsikonis sityvebTan 

Sedareba xdeba. amis garda, xdeba gramatikis Semowmebac, amasTan 

xdeba winadadebis gramatikuli konstruqciis analizi.  

ukve Setanil teqstis orTografiuli da gramatikuli 

SemowmebisaTvis gamoiyeneba Review menius Proofing qvemenius Spelling 
& Grammar brZaneba. 

orTografiuli Secdomebis mqone sityvebis qveS gasmuli 

iqneba wiTeli klaknili xazebi, xolo iq sadac gramatikuli 

Secdomebia _ mwvane klaknili xazebi.  

Tu xazgasmul sityvaze an winadadebaze mausis marjvena 

klaviSiT davawkapunebT, gaixsneba konteqsturi meniu, romelic 

saSualebas mogvcems maSinve SevasworoT Secdoma. Secdomebis garda 

orTografiuli Semowmebis sistema poulobs sityvebis gameorebas da 

asomTavruli da patara asoebis gamoyenebis siswores. Tu arasworad 

gamoyenebuli sityva axlos dgas CaSenebuli leqsikonis erT an 

ramodenime sityvasTan, maSin programa Secdomiani sityvis 

Sesacvlelad SemogvTavazebs sxvadasxva variants. Cven aseve 

SgviZlia SevavsoT leqsikoni axali sityvebiT, Cveulebriv es xdeba 

specialuri daniSnulebis sityvebisaTvis, raTa SemdgomSi moxdes 

maTi ignorireba. xSirad Secdoma SeiZleba warmoiSvas maSin, 

rodesac dokumentSi gamoyenebulia sxvadasxva ena da Tu Word-i 

erTi enis sityvas miiRebs meore enis sityvad. aseTi Secdomis 

gamosworeba SeiZleba Language qvemenius saSualebiT. amasTan, unda 

vicodeT, rom orTografiuli Semowmebis dros ar xdeba winadadebis 

azrobrivi analizi. 
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gramatikuli Semowmebis sistema aRniSnavs SesaZlo 

gramatikul da stilistur Secdomebs. Word-i axdens winadadebis 

struqturis gaanalizebas da adgens Seesabameba Tu ara am 

dokumentis stili miRebul standartebs. amis garda, zogierT 

SemTxvevaSi Word-i SemogvTavazebs winadadebis Secvlis variants, 

romelsac SeiZleba daveTanxmoT, ar daveTanxmoT, movaxdinoT misi 

ignorireba, an vnaxoT misi komentari. 

Word-Si agreTve aris avtomaturi koreqtirebis specialuri 

instrumenti. es instrumenti saSualebas gvaZlevs teqstSi 

cvlilebebi SevitanoT misi Setanis procesSi. is asworebs 

gavrcelebul Secdomebs, agreTve iseT Secdomebs rogoricaa 

winadadebis dawyeba asomTavruli simboloTi. amis garda, 

avtomaturi Secvlis instrumenti maSinve reagirebs <Caps Lock> 

klaviSis araswor gamoyenebaze. 

orTografiuli Semowmebis mizniT mausiT davawkapunoT 

Review menius Proofing qvemenius Spelling & Grammar brZanebaze. 

gaixsneba Spelling and Grammar dialoguri fanjara, romlis Not in 
Dictionary velSi gamoCndeba Sesamowmebeli teqsti, sadac Savi feris 

SriftiT gamonaTdeba teqstis is nawili, romlis Sesabamisi 

sityvebic Setanilia Word-is CaSenebul leqsikonSi, xolo wiTeli 

feriT is sityvebi, romelic ar aris am leqsikonSi (sur. 8.1). 

Suggestions velSi gamonaTdeba leqsikonSi arsebuli 

arasworad Cawerili sityvebis Sesacvleli sityvebis variantTa sia, 

saidanac momxmarebels saSualeba aqvs airCios erT-erTi maTgani da 

Change Rilakze xelis daWeriT araswori sityva Seicvleba misi 

Sesabamisi orTografiulad swori sityviT. Tu xels davaWerT 

Change All Rilaks, maSin msgavsi araswori sityvebis Secvla moxdeba 

mTel teqstSi.  



 

 
sur. 8.1. Spelling and Grammar dialoguri fanjara 

 

Tu xels davaWerT Ignore Once Rilaks, maSin Word-i 

gamotovebs da ar moniSnavs mocemul sityvas, xolo Ignore All 
Rilakis gamoyenebis SemTxvevaSi mocemuli sityvis gamotoveba 

moxdeba mTels dokumentSi. Tu igive sityva SemdgomSi Segvxvdeba 

sxva dokumentSi, maSin Word-i ukve aRar gamotovebs da isev 

moniSnavs am sityvas. 

Tu moniSnuli sityva ar aris Cawerili SecdomiT da xSirad 

gvxvdeba mocemul dokumentSi, magram ar aris leqsikonSi, maSin es 

sityva Add to dictionary Rilakis daxmarebiT SegviZlia CavamatoT  

leqsikonSi. amis Semdeg igi aRar aRiqmeba rogorc Secdoma. 

AutoCorrect Rilakis daxmarebiT Cvens mier arCeuli Secvlis 

varianti ganTavsdeba avtomaturi cvlilebis siaSi. Tu momavalSi 

msgavsi cvlileba kidev ganmeordeba teqstis akrefvis dros, maSin 

Word-i avtomaturad gaasworebs am Secdomas. avtomaturi 
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koreqtirebis reJimis CarTva agreTve unda moxdes axali dokumentis 

gaxsnisTanave Office Button  menius Word Options Rilakze 

dawkapunebiT gaxsnil Word Options fanjris Proofing CanarTSi 

AutoCorrect Options Rilakis saSualebiT. am dros gaixsneba 

AutoCorrect dialoguri fanjara, sadac almiT unda moiniSnos 

koreqtirebis Sesabamisi punqtebi da OK Rilakze xelis daWeriT 

CavrToT avtomaturi koreqtirebis reJimi (sur. 8.2). 
 

 
sur. 8.2. AutoCorrect dialoguri fanjara 
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teqstis Semowmeba. dokumentSi Cawerili teqstis marTlweris 

Semowmeba, gamokvleva, Tezaurusis moZebna da Targmna SesaZlebelia 

Review menius Proofing qvemenius brZanebebis saSualebiT (sur. 8.3).  

 

 
sur. 8.3. Review menius Proofing qvemeniu 

 

aRniSnuli qvemenius Spelling Rilakis saSualebiT moxdeba 

dokumentSi Cawerili teqstis marTlweris Semowmeba, Research 

RilakiT ganxorcieldeba teqstis gamokvleva, moxdeba teqstis 

Sesaxeb arsebuli miTiTebebis, leqsikonebisa da  enciklopediebis  

moZebna, Thesaurus RilakiT – arsebuli sityvisaTvis SeirCeva sxva, 

msgavsi mniSvnelobis sityva, romelsac Cven avirCevT warmodgenili 

siidan da Translate RilakiT moxdeba SerCeuli teqstis Targmna 

sxvadasxva enaze. Targmna SeiZleba ganxorcieldes erTi enidan 

meoreze. es enebia: inglisuri, germanuli, franguli, espanuri, 

italiuri, berZnuli, portugaliuri, holandiuri, rusuli, 

Sveduri, Cinuri (CineTis respublikis), Cinuri (taivani), koreuli, 

iaponuri, arabuli. 

 
 

8.1. Tezaurusi 

 

Tezaurusis daxmarebiT dokumentis sityvebisaTvis SeiZleba 

SeirCes sinonimebic da antonimebic. es saSualebas mogvcems Tavidan 

aviciloT dokumentSi terminebis gameoreba da SevqmnaT sityvaTa 
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didi maragis STabeWdileba. Word-is am funqciis gamoyenebiT 

martivad SegviZlia raime sityvis sinonimis moZebna. am operaciis 

ganxorcieleba SeiZleba Semdegnairad: 

• gadavideT dokumentis dasawyisSi, risTvisac xeli davaWiroT 

<Ctrl>+<Home> klaviSTa kombinacias; 
 

  
sur. 8.4. Research damatebiTi fanjara 

 

• mivceT Home menius Editing qvemenius Find an Find ⇒ Find ... 
brZaneba an gamoviyenoT <Ctrl>+<F> klaviSTa kombinacia; 

gaxsnili  Find and Replace dialoguri fanjris Find CanarTis 

dialogis Find what velSi SevitanoT saZebni monacemi da 
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xeli davaWiroT Find Next Rilaks (sur. 4.4). mas Semdeg, rac 

Word-i moZebnis sityvas, xeli davaWiroT <Esc> klaviSs; 

• xeli davaWiroT <Shift>+<F7> klaviSTa kombinacias. Word-is 

fanjris marjvena mxares gaixsneba Research damatebiTi 

fanjara (sur. 8.4). sawyisi sityvis sxvadasxva mniSvneloba 

siaSi mocemulia muqi SriftiT, xolo Sesabamisi sinonimebi 

CamoTvlilia mis CamoSlad siaSi. sawyisi sityva Cawerilia am 

fanjris Search for velSi, sadac sityva SeiZleba xeliTac 

Caiweros; 

• Sesabamisi sityvis qveS siis gaxsnis Semdeg SevarCioT 

Sesabamisi sinonimi da mausiT davawkapunoT Insert brZanebaze. 

axali sityva Caismeba dokumentSi. 

igive operaciis Sesruleba SeiZleba Tu sawyis sityvaze mausis 

marjvena klaviSiT gaxsnil konteqstur meniuSi avirCevT brZanebas 

Synonyms. am brZanebis gverdiT CamoiSleba igive sinonimebis sia, 

oRond aq isini ar iqneba dalagebuli maTi mniSvnelobebis mixedviT. 

 

 

 

 

9. dokumentis gaformeba 

 

dokumentis gasaformeblad Word-Si arsebobs uamravi 

saintereso saSualebani. isini Tavmoyrilia Insert menius 

Illustrations da Text qvemeniuebSi Sesabamisi Rilakebis saxiT (sur. 

9.1). am saSualebebiT dokumenti SeiZleba gavaformoT suraTebiT, 

mxatvruli teqstiTa da sxvadasxva figurebiT.  
 



       
 

     
sur. 9.1. Insert menius Pages, Tables, Illustrations, Links, Header & Footer, Text 

da Symbols qvemeniuebi 
 

suraTis Casma. pirvel rigSi ganvixiloT dokumentSi 

suraTis Casmis procedura. amisaTvis Word-s aqvs suraTebis 

sakmaod farTo speqtri. es aris pirvel rigSi suraTebi Microsoft 
Office-is biblioTekidan, daaxloebiT orasamde suraTi, romelic 

aris saerTo Word-is, PowerPoint-isa da Excel-isaTvis. es suraTebi 

winaswar aris dajgufebuli saqaRaldeebSi sxvadasxva Tematikis 

mixedviT da cnobilia Clip Art-is saxelwodebiT. momxmarebels 

agreTve saSualeba eZleva Tavisi survilis mixedviT ganaxorcielos 

suraTebis axali gadajgufeba.  

suraTebis SerCevisaTvis unda Sesruldes Insert menius 

Illustrations ⇒ Clip Art brZaneba (sur. 9.1), ris Semdegac Word-is 

fanjris marjvena mxares gaixsneba Clip Art damatebiTi fanjara 

(sur. 9.2). suraTebis amorCevis mizniT unda moxdes mausiT daw-

kapuneba Go Rilakze an SeirCes Organize Clips... niSnaki. pirvel 

SemTxvevaSi aRniSnuli damatebiTi fanjris adgilze gaixsneba 

suraTebis CamonaTvali. maTi Casma dokumentSi SeiZleba suraTze 

mausis erTxel dawkapunebiT. meore SemTxvevaSi ekranze gaixsneba 

Microsoft Clip Organizer damatebiTi fanjara (sur. 9.3). aRniSnul 

fanjaraSi momxmarebelma unda aarCios saWiro Tematika, romlis 

Semdegac am fanjris marjvena mxares gaixsneba suraTebis 
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CamonaTvali. saWiro suraTis marjvena mxares mausis dawkapunebiT 

gaixsneba Sesabamisi konteqsturi meniu, romlis saSualebiTac 

moxdeba suraTis kopireba dokumentSi.  

 

  
sur. 9.2. Clip Art damatebiTi fanjara 

 

Word-is wina versiebSi grafikul elementebTan samuSao 

instrumentebi iyo gamotanili instrumentebis `Drawing~ panelze. 

saWiro iyo misi xeliT gamonaTeba an gauCinareba. amrigad, Tu 

saSualebebi grafikuli obieqtebis redaqtirebisaTvis drodadro 
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iyo saWiro, paneli `Drawing~, rogorc wesi rCeboda ekranze da 

Sesabamisad amcirebda samuSao ares. 
 

 
sur. 9.3. Microsoft Clip Organizer damatebiTi fanjara 

 

Word 2007-Si gamosaxulebasTan samuSao saSualebebi Cndebian 

mxolod maSin, roca dokumentSi emateba axali suraTi an moiniSneba 

arsebuli. rogorc ki kursori gadaadgildeba teqstis areSi, 

suraTebTan samuSao CanarTi ukvalod qreba. obieqtebTan samuSao 

yvela instrumenti gaerTianebulia calke CanarTebSi, romlebic ar 

aisaxeba manam, sanam Sesabamisi elementi ar iqneba moniSnuli. 

yvela SesaZlo efeqtebi damalulia meniuSi, romlebic 

ixsneba TiToeul Rilakze dawkapunebiT. aq SeiZleba ipovoT 

Crdilebis da moculobis momarTvis nacnobi efeqtebic, da sxva 

mravali, magaliTad, gamosaxulebis gadaRebvis saSualebebi, 

Crdilebis, anareklebis dasamatebeli nimuSebi da sxva mravali. 
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imis danaxva Tu rogor gamoiyureba suraTi efeqtis 

gamoyenebis Semdeg, SesaZlebelia misi gamoyenebis gareSec – 

kursoris miyvaniT efeqtis menius punqtze, imav wuTs Seefardeba 

suraTs. kursoris sxva efeqtze miyvanis Semdeg is icvleba.  
 

     

    
a) 
 

   

  
b) 

sur. 9.4. damatebiTi Picture Tools ⇒ Format menius instrumentTa paneli 
   

suraTis dokumentSi gadatanis Semdeg igi mausiT SeiZleba 

gadavitanoT dokumentis nebismier adgilze, xolo maTi Semdgomi 

damuSavebisaTvis gamoiyeneba suraTis moniSvnis Sedegad gaxsnili 

damatebiTi Picture Tools ⇒ Format menius instrumentTa panelze 

ganlagebuli Rilakebi (sur. 9.4). Tu dokumenti Senaxulia rogorc 

Word 97-2003 Document,  maSin gaixsneba a) suraTze gamosaxuli 

instrumentTa paneli, xolo Tu dokumenti Senaxulia rogorc Word 
Document anu Word 2007-is formatSi, maSin gaixsneba b) suraTze  

gamosaxuli instrumentTa paneli.  
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Tu gaixsna me-9.4 a) suraTze gamosaxuli meniu, maSin Adjust 
qvemenius Rilakebis saSualebiT SeiZleba vareguliroT: Brightness 
RilakiT – suraTis sikaSkaSe; Contrast – suraTis kontrasti; 

Recolor – SevcvaloT suraTis feri da mivceT mas avtomaturad 

sakuTari feri (Automatic), an hqondes mas Cveulebrivi Sav-TeTri 

gamosaxulebis saxe (grayscale) an masSi gamorCeuli iyos mxolod 

Savi da TeTri ferebi (Black and White), gamoyenebuli iqnas rogorc 

wylis niSani (Washout) an zogierT fers mieniWos gamWirvalis 

statusi (Set Transparent Color); Compres Pictures – movaxdinoT 

suraTis kompresia da Tu gamoyenebuli iyo brZaneba Crop (CamoWra), 

maSin moxdes am CamoWrili aris waSla; Reset Picture brZanebiT 

suraTs SeiZleba davubrunoT misi sawyisi mdgomareoba. 

analogiurad, Shadow Effects da Border qvemenius Rilakebis 

saSualebiT xdeba suraTebSi Crdilebis sxvadasxva efeqtebisa da 

CarCos stilis SerCeva. Arrange qvemenius Position Rilakze mausis 

dawkapunebiT CamoSlil meniuSi SeirCeva suraTis mdebareoba 

furcelze; Bring to Front da Send to Back RilakebiT suraTis 

ganTavseba SesaZlebelia teqstze zemodan an teqstis qveS; Text 
Wrapping – suraTis garSemo teqstis ganlageba; Align – suraTis 

sworeba furclis gverdebis mimarT; Group – dajgufeba da Rotate 
– suraTis mobruneba. Size qvemenius Crop RilakiT xdeba suraTis 

nawilebis CamoWra da misi aRdgena Tu manamde ar iyo 

ganxorcielebuli Compres Pictures operacia. CamoWris operaciis 

gansaxorcieleblad saWiroa jer moiniSnos suraTi, Semdeg mausi 

davawkapunoT Crop Rilakze, maCvenebeli miviyvanoT moniSnuli 

suraTis garSemo arsebul CarCos markerTan da marcxena klaviSze 

xelis auReblad mausi gadavaadgiloT saWiro mimarTulebiT. 

analogiurad moxdeba suraTis aRdgenac. suraTis zomis 



Sesacvlelad SeiZleba gamoyenebul iqnas igive qvemenius Height da 

Width brZanebebi. 

 

 
sur. 9.5. damatebiTi Picture Tools ⇒ Format menius Picture Styles qvemenius  

stilebis CamoSladi fanjara 
 

Tu gaixsna b) suraTze gamosaxuli meniu, maSin Adjust,  
Arrange da Size qvemeniuebis Rilakebs igive funqcia gaaCniaT, rac 

wina SemTxvevaSi hqondaT. meoTxe qvemeniu aris Picture Styles, romlis 

marjvena mxares aris ganlagebuli   _ Row an  _ More 
Rilakebi. Row Rilakze xelis daWeriT moxdeba fanjaraSi stilebis 

Secvla, xolo More Rilakze xelis daWeriT CamoiSleba fanjara 

(sur. 9.5), sadac mocemulia stilis nimuSebi. Picture Shape Rilakis 

saSualebiT CamoiSleba figurebis nimuSebi, romlis arCevis Semdeg 

suraTi miiRebs SerCeuli figuris formas. Picture Border RilakiT 

SeiZleba suraTs SevurCioT CarCo, xolo Picture Effects RilakiT 

CamoiSleba fanjara, sadac SevarCevT suraTis sasurvel efeqtebs 

(sur. 9.6).  
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sur. 9.6. damatebiTi Picture Tools ⇒ Format menius Picture Styles qvemenius 

Picture Effects CamoSladi fanjara 
 

Tu CamoSlil siaSi SevarCevT Preset  3-D Options brZanebas, 

maSin gaixsneba Format Picture damatebiTi dialoguri fanjara, 

saidanac SeiZleba movmarToT suraTis nebismieri parametri (sur. 

9.7). 

zemoT aRniSnuli wesiT SeiZleba SeirCes da damuSavdes 

suraTebi, romlebic ar Sedis zemoTmoyvanil biblioTekaSi, magram 

ganTavsebulia mocemuli kompiuteris romelime saqaRaldeSi, aseve 

suraTebi moiZebnos internetSi saWiro Tematikis mixedviT an moxdes 

maTi Setana skaneris an video kameris saSualebiT. suraTebis 

mosaZebnad kompiuterSi unda Sesruldes Insert menius Illustrations ⇒ 
Picture  brZaneba. am dros ekranze gaixsneba Insert Picture damatebiTi 

fanjara, sadac SeiZleba moiZebnos saWiro saqaRalde da faili, 
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romlis Semdeg Insert Rilakis saSualebiT dokumentSi Caismeba 

saWiro suraTi. 
 

 
sur. 9.7. Format Picture damatebiTi dialoguri fanjara 

 

internetidan dokumentSi suraTebis gadmosatanad unda 

Sesruldes Insert menius Illustrations ⇒ Clip Art brZaneba ris 

Semdegac Word-is fanjris marjvena mxares gaxsnil Clip Art 
damatebiT fanjaraSi unda SeirCes Clips Art on Office Online niSnaki. 

am dros gaixsneba http://office.microsoft.com/en-us/clipart/default.aspx 
misamarTis mqone veb-gverdi. amis Semdeg, SegviZlia internetSi 

moviZioT CvenTvis sasurveli suraTi. davrwmundeT, rom es suraTi 

ar aris dakavSirebuli sxva veb-gverdTan. Tu iseT suraTs 
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gadmovqaCavT romelic kavSirSia sxva veb-gverdTan, maSin igi 

gamosaxulebis magivrad Casmuli iqneba rogorc kavSiri da ara, 

rogorc suraTi. 

veb-gverdidan kavSiriani suraTis Casasmelad mausis marjvena 

klaviSiT gavxsnaT konteqsturi meniu da avirCioT brZaneba Copy, 

xolo Semdeg suraTis Casma dokumentSi ganvaxorcieloT Paste 
brZanebiT. 

figurebis Casma. dokumentSi sxvadasxva figurebis (es 

figurebia sxvadasxva saxis wrfeebi, isrebi,  wirebi, ZiriTadi 

geometriuli figurebi, gantolebis formebi, blok-sqemis figurebi, 

varskvlavebi, banerebi da sxva) Casamateblad unda Sesruldes Insert 
menius Illustrations qvemenius Shapes  brZaneba an unda gamoviyenoT 

damatebiTi Drawing Tools ⇒ Format menius Insert Shapes  qvemenius 

More RilakiT CamoSlili Sesabamisi damatebiTi fanjara _ 

avtofigurebis sia (sur. 9.8). aq mocemuli nimuSiT unda SeirCes 

Sesabamisi stilis figura da moxdes misi daxatva mocemuli 

dokumentis saWiro adgilze mausis marcxena klaviSze xelis 

auReblad. figurebis daxatva agreTve SesaZlebelia Semdegnairad: 

saWiro figuraze mausis marjvena klaviSiT gaxsnil konteqstur 

meniuSi SevarCioT Lock Drawing Mode brZaneba, Semdeg mausis 

maCvenebeli davawkapunoT dokumentis saWiro adgilze. amgvarad 

SeiZleba erTidaigive figura ramodenimejer davxatoT, xolo 

Semdeg movaxdinoT maTi zomebis koreqtireba. figuris zomebis 

Secvla SesaZlebelia mausis saSualebiT, risTvisac maCvenebeli 

miviyvanoT moniSnuli figuris garSemo arsebul CarCos markerTan 

da marcxena klaviSze xelis auReblad mausi gadavaadgiloT saWiro 

mimarTulebiT, xolo rodesac moniSnul obieqtze mausis 

maCvenebeli miiRebs jvris formas , maSin mausis marcxena 

 
124 

 



klaviSze xelis auReblad SesaZlebelia figuris gadaadgileba 

saWiro mimarTulebiT. figuris moniSvna xdeba masze mausis marcxena 

klaviSis dawkapunebiT, xolo ramodenime figuris erTdroulad 

mosaniSnad gamoviyenoT <Ctrl> klaviSi. 
 

 
sur. 9.8. Insert menius Illustrations qvemenius Shapes  brZanebiT 

CamoSlili avtofigurebis sia 

figuris an suraTis erTi adgilidan meore adgilze 

gadatanis dros rom ar moxdes maTi proporciebis darRveva, es 

operacia unda SevasruloT <Shift> klaviSis gamoyenebiT, xolo Tu 

saWiroa figuris gasworeba horizontaluri xazis mimarT, maSin 

gamoiyeneba <Alt> klaviSi. wesieri figurebis an horizontaluri da 
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vertikaluri wrfeebis ageba SesaZlebelia <Shift> klaviSis 

gamoyenebiT.  

figurebis daxatva SesaZlebelia winaswar saxatavi aris e. w. 

`saxatavi tilos~ gamoyofis Semdegac. amisaTvis, Shapes  brZanebiT 

CamoSlil fanjaraSi avirCioT New Drawing Canvas brZaneba da 

Semdeg gaxsnil saxatav velSi CavxatoT CvenTvis sasurveli figura 

zemoT aRwerili romelime wesiT.  

figurebSi teqstis Casawerad saWiroa mocemul figuraze 

mausis marjvena klaviSiT gaxsnil konteqstur meniuSi SevarCioT 

Add Text brZaneba da Semdeg CavweroT teqsti.  
 

  
 

        
sur. 9.9. damatebiTi Drawing Tools ⇒ Format menius instrumentTa paneli 

 

mniSvnelovania figurebisaTvis swrafi stilis gamoyeneba, 

risTvisac movniSnoT saWiro figura da Sesabamisi swrafi stili 

avirCioT damatebiTi Drawing Tools ⇒ Format menius Shape Styles  
qvemenius More RilakiT CamoSlili Sesabamisi stilebis fanjaraSi. 

amave qvemenius Shape Fill, Shape Outline da Change Shape RilakebiT 

Sesabamisad SeiZleba SevcvaloT da davaformatoT figurebisa da 

saxatavi velis fonisa da CarCos feri, an SevcvaloT TviT figuris 

formac. Shadow Effects da 3-D Effects qvemenius brZanebebiT 

SesaZlebelia sxvadasxva Crdilisa da moculobiTi (samganzomile-

biani) efeqtebis damateba; Arrange qvemenius RilakebiT irkveva 
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figuraTa urTierTganlageba, agreTve maTi ganTavseba teqstisa da 

furclis mindvrebis mimarT, xolo Size qvemenius saSualebiT 

ganisazRvreba figuris zomebi (sur. 9.9). 

figuris wasaSlelad, movniSnoT es figura da xeli 

davaWiroT <Delete> klaviSs. 
 

 
sur. 9.10. Format Drawing Canvas dialoguri fanjris Colors and Lines 

CanarTi 
 

CarCo da foni saxatavi arisaTvis. rogorc zemoT avRniSneT 

figuraTa xatva SesaZlebelia saxatav areSi, romlis gaxsnac 

SesaZlebelia Insert menius Illustrations qvemeniuSi Shapes Rilakze 

dawkapunebiT da Semdeg New Drawing Canvas brZanebis arCeviT. amis 

Semdeg mausis marjvena klaviSiT davawkapunoT saxatavi aris 
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nebismier adgilze da gaxsnil konteqstur meniuSi avirCioT Format 
Drawing Canvas brZaneba. gaixsneba Format Drawing Canvas 
dialoguri fanjris Colors and Lines CanarTi (sur. 9.10). am CanarTis 

Fill velSi SeiZleba SeirCes saxatavi aris fonis feri da misi 

sxvadasxva efeqtebiT gaformebis saSualebani, xolo Line velSi 

xazis feri, tipi, stili da sisqe. imave fanjris Size CanarTSi 

SeiZleba ganvsazRvroT saxatavi aris zomebi, xolo Layout CanarTSi 

ki misi mdebareoba dokumentis teqstis mimarT. 

saxatavi aris fonisa da CarCos mosaxsnelad gaxsnil Format 
Drawing Canvas dialoguri fanjris Colors and Lines CanarTis Fill 
da Line velebis Color fanjrebSi SevarCioT No Color brZaneba. 

 

 
sur. 9.11. Fill Effects dialoguri fanjris Gradient CanarTi 
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saxatavi aris sxvadasxva efeqtebiT gaformebisaTvis Colors 
and Lines CanarTis Fill velSi xeli davaWiroT Fill Effects Rilaks. 

gaixsneba Fill Effects damatebiTi dialoguri fanjris Gradient 
CanarTi (sur. 9.11). am CanarTSi SeiZleba SeirCes saxatavi aris 

gaformebis sxvadasxva efeqtebi. Texture CanarTSi SeiZleba SeirCes 

gaformebis winaswar mocemuli faqtura, Pattern CanarTSi efeqtTa 

nimuSebi, xolo Picture CanarTis saSualebiT ki saxatav areze 

SeiZleba ganvaTavsoT CvenTvis sasurveli suraTi. 

saxatavi aris wasaSlelad, movniSnoT es are da xeli 

davaWiroT <Delete> klaviSs. 

SmartArt grafikuli redaqtori. dokumentebis gaformebis 

mizniT Word-is mocemul versiaSi Semotanilia SmartArt grafikuli 

redaqtori, romlis saSualebiTac SeiZleba swrafad da 

moxerxebulad Seiqmnas informaciis gadacemisa da moZraobis 

vizualuri warmodgena. es operacia SeiZleba ganvaxorcieloT 

Insert menius Illustrations ⇒ SmartArt brZanebis daxmarebiT, romlis 

drosac Tu dokumenti Senaxulia rogorc Word Document anu Word 
2007-is formatSi, maSin gaixsneba Choose a SmartArt Graphic 
fanjara, romelic Sedgeba sami nawilisagan (sur. 9.12). pirvel 

nawilSi mocemulia SmartArt grafikebis saxeobaTa jgufebis 

dasaxeleba (All _ yvela, List _ sia, Process _ procesi, Cycle _ 

cikli, Hierarchy _ ierarqia, Relationship _ damokidebuleba, 

Matrix _ matrica, Pyramid _ piramida). meore nawilSi mocemulia 

Sesabamisi grafikebi, xolo mesameSi SerCeuli grafikis nimuSi. 

vidre SevqmniT SmartArt grafiks, vizualurad unda 

SevafasoT rogori tipis grafiki da misi Semadgeneli forma 

warmoadgens Cveni monacemebisaTvis saukeTesos. ra gvinda gadmovceT 

Cveni SmartArt grafikiT? gvinda gansazRvruli Sexeduleba? 



vinaidan SegviZlia swrafad da advilad gadavrToT formebi, vidre 

ar vipoviT imas, romelic saukeTesod moaxdens Cveni Setyobinebis 

ilustrirebas. grafiki unda iyos naTeli da martivi.  
 

 
sur. 9.12. Choose a SmartArt Graphic fanjara 

 

garda amisa, ganixileba arsebuli teqstis raodenoba, radgan 

teqstis raodenoba gansazRvravs saxeobas, romelsac viyenebT da 

saxeobaSi formaTa raodenobis saWiroeba. saerTod, SmartArt 
grafiki warmoadgens yvelaze efeqtur saSualebas, roca formaTa 

ricxvi da teqstis raodenoba SezRudulia. didi raodenobis 

teqstma SesaZloa vizualuri mimarTvisagan yuradRebis gafantva 

gamoiwvios. Tumca zogierTi saxeoba, magaliTad, List tipSi 

trapeciuli sia _ Trapezoid List, kargad muSaobs didi raodenobis 

teqstebTan. 

SmartArt grafikis zogierTi saxeobebi Seicavs formebis 

fiqsirebul ricxvs. magaliTad, Relationship tipSi urTierT-

sawinaaRmdegod mimarTuli isrebi (Arrow Ribbon, Counterbalance  
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Arrows, Opposing Arrows, Converging Arrows, Diverging Arrows) 
damuSavebulia raTa moxdes ori dapirispirebuli ideis an cnebis 

Cveneba. mxolod or formaSia SesaZlebeli teqstis arseboba da 

saxeobis Secvla ar aris SesaZlebeli. 

gaxsnil Choose a SmartArt Graphic fanjaraSi SevarCioT 

grafikis tipi da saxeoba, xolo Semdeg SeviyvanoT teqsti 

Semdegnairad:  

• davawkapuneT grafikis formaze da Semdeg CavweroT saWiro 

teqsti; 

• davawkapunoT [Text]-ze teqstis areSi da Semdeg CavweroT 

an CavsvaT saWiro teqsti; 

• gadmovakopiroT teqsti sxva programidan, davawkapunoT 

[Text]-ze da Semdeg CavsvaT teqstis areSi. 
 

 
sur. 9.13. Type your text here damatebiTi fanjara 
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Tu teqstis are ar aris xiluli, maSin unda movniSnoT 

SmartArt  grafiki da Semdeg damatebiTi SmartArt Tools  Design 
menius Create Graphic qvemeniuSi davawkapunoT Text Pane-ze. am 

SemTxvevaSi gaixsneba Type your text here fanjara, romlis velebSi 

rigrigobiT SeviyvanT Sesabamis teqstebs (sur. 9.13). 
 

  
 

   
sur. 9.14. SmartArt Tools  Design damatebiTi meniu  

 

   
 

     
sur. 9.15. SmartArt Tools  Format damatebiTi meniu  

 

Word 2007-Si grafikebTan samuSao saSualebebi Cndebian 

mxolod maSin, roca dokumentSi emateba axali grafiki an moiniSneba 

arsebuli. rogorc ki kursori gadaadgildeba teqstis areSi, es 

CanarTi ukvalod qreba. SmartArt obieqtebTan samuSao yvela 

instrumenti gaerTianebulia calke damatebiTi SmartArt Tools  
Design da SmartArt Tools  Format meniuebSi, romlis qvemeniuTa 

Rilakebis saSualebiT SegviZlia grafikis stilisa da saxeobebis 

SerCeva, agreTve masSi Semavali formebis stilisa da dizainis 
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SerCeva da am formebSi ganTavsebuli teqstis daformateba (sur. 

9.14, 9.15). 

imis naxva Tu rogor gamoiyureba grafiki efeqtis gamoyenebis 

Semdeg, SesaZlebelia misi gamoyenebis gareSec – kursoris miyvaniT 

efeqtis menius punqtze grafiki miiRebs Sesabamis saxes. rogorc ki 

miiyvanT kursors sxva efeqtze, is icvleba da Sedegi dafiqsirdeba 

mxolod mausis am efeqtze dawkapunebis Semdeg.  
 

 
sur. 9.16. Diagram Gallery damatebiTi fanjara 

 

Tu dokumenti Senaxulia rogorc Word 97-2003 Document,  
maSin gaixsneba Diagram Gallery damatebiTi fanjara (sur. 9.16), 

sadac SeiZleba SeirCes grafikis tipi da stili. Tu am siaSi 

avirCevT pirvel diagramas (Organization Chart), maSin misi Semdgomi 

damuSaveba SesaZlebeli iqneba damatebiTi Organization Chart Tools 
⇒ Format  menius instrumentTa panelze ganlagebuli Rilakebis 

saSualebiT (sur. 9.17), xolo danarCeni diagramebis arCevis 

SemTxvevaSi gaixsneba damatebiTi Diagram Tools ⇒ Format  menius 

instrumentTa paneli (sur. 9.18). 
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sur. 9.17. damatebiTi Organization Chart Tools ⇒ Format menius 

instrumentTa paneli 
 

 
 

 
sur. 9.18. damatebiTi Diagram Tools ⇒ Format menius instrumentTa paneli 

 

dokumentis mxatvruli teqstiT gaformeba. dokumentis 

mxatvruli teqstiT gaformebis mizniT unda Sesruldes Insert menius 

Text qvemenius WordArt  brZaneba, ris Semdegac CamoiSleba WordArt-
is damatebiTi fanjara mxatvruli teqstis nimuSTa galereiT (sur. 

9.19). CamoSlil fanjaraSi nimuSis mixedviT avirCioT CvenTvis 

sasurveli stili, romlis Semdegac gaixsneba teqstis redaqtirebis 

dialoguri fanjara Edit WordArt Text (sur. 9.20). am fanjris Font 
da Size velebSi SevarCioT teqstisaTvis sasurveli fonti da zoma, 

xolo Text velSi avkriboT Sesabamisi teqsti.  
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sur. 9.19. WordArt-is damatebiTi fanjara 

 

 
sur. 9.20. Edit WordArt Text dialoguri fanjara 

 

aRniSinuli teqstis redaqtireba, koreqtireba da misi 

sxvadasxva efeqtebiT gaformeba SesaZlebelia damatebiTi WordArt 
Tools ⇒ Format menius instrumentTa panelis Text, WordArt Styles, 
Shadow Effects, 3-D Effects, Arrange da Size qvemeniuSi ganlagebuli 

Rilakebis saSualebiT (sur. 9.21). aq SeiZleba SevarCioT teqstis 
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ganlagebis mimarTuleba, mxatvruli teqstis stili, fonisa da 

garSemowerilobis xazis feri, Crdilebisa da samganzomilebiani 

efeqtebi, zomebi da dokumentis ZiriTadi teqstis mimarT misi 

ganlageba. 
 

  
 

       
sur. 9.21. damatebiTi WordArt Tools ⇒ Format menius instrumentTa paneli 

 

teqsturi `yuTi~. calke saubris Temaa warwerebi – 

veqtoruli grafikis obieqtebi, romelSic Casmulia teqsti. 

magaliTad, Tu saWiroa dokuments daematos obieqti, sadac xazi 

unda gavusvaT an gamovyoT teqsti, cxrili, diagrama, grafiki an 

sxva saxis informacia. warwera SesaZlebeblia gamoyenebul iqnes 

citatis gamosatanad furclis centrSi, damatebiTi masalebis 

ganTavsebis mizniT statiaSi `mindorze~ da ase Semdeg. 

[Type a quote from the 
document or the summary of 
an interesting point. You can 

position the text box 
anywhere in the document. 
Use the Text Box Tools tab 
to change the formatting of 

the pull quote text box.] 

Word 2007-Si aris warwerebis nimuSTa didi raodenoba, 

romelic mocemulia Insert menius Text qveme-

nius Text Box  brZanebiT CamoSlili 

fanjris Built-In velSi (sur. 9.22). 

Tu CamoSlil fanjaraSi avirCevT 

erT-erT nimuSs, maSin igi ganTavsdeba 

dokumentis im adgilze, sadac mocemul 

momentSi idga kursori. masSi unda 

Caiweros teqsti da ganvaTavsoT dokumentSi 
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saWiro adgilze, rogorc es nimuSzea mocemuli.  
 

  
sur. 9.22. teqsturi `yuTi~ nimuSTa galerea 

 

Text Box-is CarCosa da Sriftis stilis, teqstis 

mimarTulebis, formis, zomis, sxvadasxva Crdilisa da sivrculi 

efeqtebisa da parametrebis SerCeva SesaZlebelia damatebiTi Text 
Box Tools ⇒ Format menius instrumentTa panelze ganlagebuli 

Rilakebis saSualebiT (sur. 9.23). 
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sur. 9.23. damatebiTi Text Box Tools ⇒ Format menius instrumentTa paneli 

 

Tu teqsti winaswaraa Cawerili da moniSnuli, maSin CamoSlil 

fanjaraSi unda avirCioT Draw Text Box brZaneba, ris Semdegac 

moniSnuli teqsti aRmoCndeba teqstur `yuTSi~. Tu teqsti ar aris 

Cawerili da ise avirCevT aRniSniSnul brZanebas, maSin teqsturi 

`yuTi~ SegviZlia mausis saSualebiT davxatoT da Semdeg SevitanoT 

masSi teqsti. 

Tu momxmarebeli Seqmnis nimuSebisagan gansxvavebul axal 

teqstur `yuTs~, maSin igi SeiZleba davumatoT arsebul galereas 

Save Selection to Text Box Gallery brZanebis meSveobiT. 

asomTavruli. dokumentis gaformebis erT-erT mniSvnelovan 

instruments warmoadgens asomTavruli anu teqstis gansxvavebuli 

pirveli asoTi dawyeba. am efeqtis Sesaqmnelad jer unda moiniSnos 

saWiro aso da Semdeg mausis maCvenebeli unda davawkapunoT Insert 
menius Text qvemenius Drop Cap Rilakze. Tu unda visargebloT 

gaCumebis principiT gaTvaliswinebuli parametrebiT, maSin 

CamoSlil siaSi avirCioT an Dropped an In margin brZanebidan erT-

erTi, xolo Cveni sasurveli parametrebis momarTvis SemTxvevaSi ki 

Drop Cap Otions brZaneba. am brZanebis Sedegad gaixsneba Drop Cap 
dialoguri fanjara (sur. 9.24).  
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sur. 9.24. Drop Cap RilakiT CamoSlili fanjara da Drop Cap 

dialoguri fanjara 
 

Dropped brZanebis arCevis SemTxvevaSi asomTavruli aso 

ganTavsdeba sami striqonis gaswvriv teqstis areSi, xolo In margin 

brZanebis dros ki asomTavruli aso ganTavsdeba sami striqonis 

gaswvriv furclis mindorze. Drop Cap Otions brZanebis arCevis 

dros ki gaixsnil Drop Cap dialogur fanjaraSi wina SemTxvevisagan 

gansxvavebiT SeiZleba Lines to drop velSi SeiZleba SeirCes 

striqonebis raodenoba, xolo Distance from text velSi ZiriTad 

teqstTan dacilebis manZili santimetrebSi. 

Tu asomTavruli asos gauqmeba gvsurs, maSin  Drop Cap 

RilakiT CamoSlil fanjaraSi an Drop Cap dialogur fanjaraSi 

unda SeirCes None brZaneba. 

teqstis Casma CarCoSi. Microsoft Office Word 2007-Si SesaZloa 

furcli, teqsti, cxrilebi da cxrilebis ujrebi, grafikuli 

obieqtebi da suraTebi CavsvaT CarCoSi, TiToeuli furclis 

nebismier gverds dokumentSi, gverdebs seqciebSi, mxolod pirvel 
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furcels an yvela furcels garda pirvelisa Cven SeiZleba 

gavukeToT mraval xazTa da ferTa stilis, aseve mravalferovani 

grafikuli CarCo.  
 

 
 

Cven SegviZlia gamovyoT dokumentis calkeuli nawilidan 

calkeuli  teqsti da CavsvaT CarCoSi.  
 

 
 

movniSnoT suraTi, cxrili an teqsti, romlisTvisac gvsurs 

CarCos gakeTeba.  imisaTvis, rom gavukeToT CarCo cxrilis 

gansazRvrul ujras, CavrToT Show/Hide Rilaki, raTa davinaxoT 

markeri ujris bolos da amovirCioT ujra, ujris bolos markeris 

CaTvliT. Page Layout menius Page Background qvemenius Page Borders 
brZanebiT gaixsneba Borders and Shading dialoguri fanjara, sadac 

gavxsnaT Borders CanarTi (sur. 9.25). 

am CanarTis Setting velSi avirCioT CarCos tipi (Box _ yuTi, 

Shadow _ Crdiliani, 3-D _ samganzomilebiani, Custom _ 

momarTva), xolo Semdeg Style, Color da Width velebSi Sesabamisad 

movniSnoT saWiro xazis stili, feri da CarCos sisqe. Apply to 
velSi avirCioT Text da Paragraph funqciebidan erT-erTi. pirvel 

SemTxvevaSi CarCoSi Caismeba teqstis calkeuli striqonebi, xolo 

meore SemTxvevaSi mTlianad dokumentis moniSnuli nawili.  
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sur. 9.25. Borders and Shading dialoguri fanjris Borders CanarTi 

 

teqstis CarCoSi Casasmelad SeiZleba gamoviyenoT Home 
menius Paragraph qvemenius Bottom Border Rilaki, sadac 

teqstisaTvis SeiZleba SeirCes rogorc mTliani martivi CarCo, aseve 

CarCos calkeuli gverdebi (sur. 9.26). 

Tu gvsurs moniSnuli arisaTvis CarCos mxolod calkeuli 

gverdebis gavleba, maSin unda CairTos Setting velis Custom Rilaki 

da Preview velSi SeirCes gverdebis aRmniSvneli Sesabamisi 

Rilakebi.  
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sur. 9.26. Bottom Border RilakiT CamoSlili dialoguri fanjara 

 

CarCos gverdebsa da masSi moTavsebul obieqts Soris 

manZilebis daregulirebis mizniT davawkapunoT Options Rilakze, 

romlis drosac gaixsneba damatebiTi dialoguri fanjara Border 
and Shading Options da Sesabamisi RilakebiT movaxdenT am 

parametrebis daregulirebas (sur. 9.27). 

obieqtisaTvis CarCos moxsnis mizniT movniSnoT es obieqti da 

Page Layout menius Page Background qvemenius Page Borders 
brZanebiT gaxsnil Borders and Shading dialoguri fanjris Borders 
CanarTis Setting velSi avirCioT None brZaneba. 
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sur. 9.27. Border and Shading Options dialoguri fanjara 

 

horizontaluri xazebis gasavlebad mausi davawkapunoT 

Horizontal Line  Rilakze, romlis drosac gaixsneba imave 

saxelwodebis damatebiTi fanjara (sur. 9.28), sadac avirCevT 

saWiro xazs da OK Rilakze xelis daWeriT es xazi gaivleba 

teqstSi kursoris win.  

CarCos fonis Seqmna. CarCoSi fonis Sesaqmnelad movniSnoT 

aRniSnuli CarCo da Page Layout menius Page Background qvemenius 

Page Borders brZanebiT gaixsneba Borders and Shading dialoguri 

fanjara, sadac gavxsnaT Shading CanarTi. Fill velSi avirCioT fonis 

feri, Patterns velis Style fanjaraSi – dawinwkvlis an daStrixvis 

stili, xolo Color fanjaraSi Sesabamisad misi feri. miRebuli 

Sedegis gadamowmeba SeiZleba Preview velSi. 
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sur. 9.28. Horizontal Line damatebiTi fanjara 

 

fonis moxsnis mizniT Shading CanarTis Fill velSi avirCioT 

No color, xolo Patterns velis Style fanjaraSi – Clear brZaneba. 

CarCoSi fonis Seqmna agreTve SesaZlebelia Home menius 

Paragraph qvemenius  Shading RilakiTac. 

furclis Casma CarCoSi. furclis CarCoSi Casasmelad unda 

davawkapunoT Page Layout menius Page Background qvemenius Page 
Borders Rilakze an Home menius Paragraph qvemenius Bottom Border 
Rilakze. gaixsneba Borders and Shading dialoguri fanjara, sadac 

gadavideT Page Border CanarTze (sur. 9.29).  
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sur. 9.29. Borders and Shading dialoguri fanjris Page Border CanarTi 

 

am CanarTis Setting velSi avirCioT CarCos tipi, teqstis 

CarCoSi Casmis msgavsad, xolo Semdeg Style, Color da Width velebSi 

Sesabamisad movniSnoT saWiro xazis stili, feri da CarCos sisqe an 

Art CamoSlad velSi avirCioT sasurveli CarCo. Apply to velSi 

avirCioT Whole document (mTeli dokumenti), This section (mocemuli 

seqtori), This section – First page only (mocemuli seqtoris mxolod 

pirveli gverdi) da This section – All except first page (mocemuli 

seqtori, garda pirveli gverdisa) funqciebidan erT-erTi.  

Tu gvsurs moniSnuli arisaTvis CarCos mxolod calkeuli 

gverdebis gavleba, maSin unda CairTos Setting velis Custom Rilaki 
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da Preview velSi SeirCes gverdebis aRmniSvneli Sesabamisi 

Rilakebi.  
 

 
sur. 9.30. Border and Shading Options dialoguri fanjara 

 

furclisaTvis CarCos mosaxsnelad Page Layout menius Page 
CarCosa da furclis gverdebs (Tu Measure from velSi CarTulia 

Edge of page reJimi) an CarCosa da teqsts (Tu imave velSi CarTulia 

Text reJimi) Soris  manZilebis daregulirebis mizniT davawkapunoT 

Options Rilakze, romlis drosac gaixsneba damatebiTi dialoguri 

fanjara Border and Shading Options da Sesabamisi RilakebiT 

movaxdenT am parametrebis daregulirebas (sur. 9.30).  
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Background qvemenius Page Borders brZanebiT gaxsnil Borders 
and Shading dialoguri fanjris Page Border CanarTis Setting 
velSi avirCioT None brZaneba. 

ydis damateba. Office Word 2007 gTavazobT mosaxerxebeli 

winaswar damuSavebuli ydebis galereas. amoirCieT yda da SecvaleT 

tipiuri teqsti Tqveni sakuTariT. ydebi yovelTvis dokumentis 

dasawyisSi Caemateba, imisagan damoukideblad sad aris kursori 

dokumentSi moTavsebuli. ydis Camateba xorcieldeba Insert menius 

Pages qvemenius Cover Page brZanebiT, sadac CamoSlil galereaSi 

unda SeirCes sasurveli yda (sur. 9.31). 
 

 
sur. 9.31. ydis nimuSTa galerea 

 

ydis Casmis Semdeg, SegiZliaT tipiuri teqsti sakuTari 

teqstiT SecvaloT. 

 
147 

 



SeniSvna: Tu CasvamT dokumentSi sxva ydas, is pirvel ydas 

axali CasmuliT Secvlis. Tu yda Word-is adrindel versiaSia 

Seqmnili, Office Word 2007-is ydis  galeriis proeqtiT misi Secvla 

SeuZlebelia. 

ydis wasaSlelad Insert menius Pages qvemenius Cover Page 
brZanebiT CamoSlil fanjaraSi avirCioT Remove Current Cover Page 
brZaneba. 

 

 
sur. 9.32. Signature Setup damatebiTi fanjara 

 

xelmoweris xazi. dokumentSi xelmoweris xazis, romelic 

gansazRvravs pirovnebas, romelmac xeli unda moaweros mocemul 

dokuments, Seqmna SesaZlebelia Insert menius Text qveenius Signature 
Line brZanebis saSualebiT. am brZanebis SesrulebiT gaixsneba 

Signature Setup damatebiTi fanjara, sadac Suggested signer velSi 

Caiwereba xelis momweri pirovnebis gvari da saxeli an inicialebi, 
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Suggested signer’s title velSi misi Tanamdeboba da Suggested signer’s e-
mail address velSi eleqtronuli fostis misamarTi (sur. 9.32). 

monacemTa Setanis Semdeg OK RilakiT an <Enter> klaviSiT 

davafiqsirebT Cvens gadawyvetilebas. 
 

 
sur. 9.33. Date and Time damatebiTi fanjara 

 

dokumentSi TariRisa da drois Casma. dokumentSi mimdinare 

TariRisa da drois Casasmelad gamoiyeneba Insert menius Text qveenius 

Date & Time brZaneba. am dros gaixsneba Date and Time damatebiTi 

fanjara (sur. 9.33). mocemuli fanjris Available formats velSi 

momxmarebels saSualeba aqvs SearCios dokumentSi Casaweri TariRis, 

drois an TariRisa da drois formati, xolo Language CamoSlad 

velSi misi Sesabamisi ena. Tu mocemul fanjaraSi almiT moniSnulia 

Update automatically veli, maSin dokumentis yoveli Semdgomi gaxsnis 

dros masSi dafiqsirdeba mimdinare TariRi da dro, xolo Tu am 
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velSi moniSvnis alami ar dgas, maSin dokumentSi dafiqsirdeba 

dokumentSi am rekvizitis Casmis TariRi da dro. Sesabamisi 

monacemebis arCevis Semdeg xeli davaWiroT OK Rilaks. 

dokumentSi sxvadasxva obieqtis Cadgma. Word-i saSualebas 

iZleva furclis nebismier adgilze moxdes sxvadasxva obieqtis 

Cadgma, rogoricaa magaliTad, Adobe Acrobat Document, Adobe 
Photoshop Image, Microsoft Equation 3.0, Microsoft Office PowerPoint 
Slide, Microsoft Office Excel Worksheet da mravali sxvadasxva tipis 

faili.  
 

  
sur. 9.34. damatebiTi Object fanjris Create New CanarTi 

 

nebismieri obieqtis Cadgma moxdeba Insert menius Text qveenius 

Object  brZanebiT. am dros CamoSlil brZanebaTa siaSi Tu avirCevT 

Object  brZanebas, gaixsneba damatebiTi Object fanjris Create New 
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CanarTi, romlis Object type velSi unda SeirCes Casadgmeli obieqti, 

xolo Create from File CanarTis File Name velSi SeiZleba SeirCes 

Casadgmeli faili (sur. 9.34).  

Tu CamoSlil siaSi avirCevT Text from File brZanebas, maSin 

gaixsneba damatebiTi Insert fanjara, sadac SeiZleba SevarCioT 

faili, romlis SigTavsi avtomaturad gadmoiwereba gaxsnili 

dokumentis im adgilze, sadac mocemul momentSi dgas mausis 

maCvenebeli. 
 

 
sur. 9.35. damatebiTi Symbol fanjris Symbols CanarTi 
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simbolos Camateba. zemoT CamoTvlili dokumentTa 

gaformebis operaciebis garda SeiZleba saWiro gaxdes specialuri 

daniSnulebis simboloebis (saavtoro uflebis simbolo, savaWro 

markis simbolo da sxva) an iseTi simboloebis Camateba, romelic ar 
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aris klaviaturaze. simboloTa Camatebis operaciis Sesasruleblad 

mausis kursori davayenoT sasurvel adgilze da SevasruloT Insert 
menius Symbols qveenius Symbol  brZaneba. am dros CamoiSleba ukve 

gamoyenebul simboloTa sia, xolo Tu CvenTvis saWiro simbolo am 

CamonaTvalSi ar aris, maSin avirCioT More Symbols brZaneba. 

gaixsneba damatebiTi Symbol fanjris Symbols CanarTi (sur. 9.35). 

am fanjris Font velSi unda SeirCes Casamatebeli simbolos 

Srifti da TviT simbolo, xolo Special Character CanarTis 

Character velSi Casamatebeli specialuri daniSnulebis 

simboloebi. Insert Rilakze mausis dawkapunebiT SerCeuli simbolo 

Caemateba Sesabamis adgilze.  

damatebiTi Symbol fanjris Symbols CanarTis Character code 
velSi gamonaTdeba SerCeuli simbolos kodi from velSi miTiTebul 

formatSi. Tu mausiT davawkapunebT AutoCorrect Rilakze gaixsneba 

avtomaturi koreqtirebis momarTvis specialuri AutoCorrect: 
English (U.K.) dialoguri fanjara. Tu mausiT davawkapunebT Shortcut 
Key Rilakze gaixsneba Customize Keyboard dialoguri fanjara, 

sadac SeiZleba SemdgomSi aRniSnuli simbolos swrafad Camatebis 

mizniT mas SevusabamoT an gavuvuqmoT misTvis adre miniWebuli 

klaviSTa garkveuli kombinacia.  

 

 

 

9.1. diagramebisa da grafikebis ageba 

informaciis aRqmisa da analizis gaadvilebis mizniT 

Tanamedrove informaciuli teqnologiis Seqmnisas didi yuradReba 

eTmoba damuSavebuli informaciis TvalsaCinoebis sakiTxs. 



grafikuli diagramebis saxiT Word-s aqvs monacemTa asaxvis 

mZlavri saSualeba. mas SeuZlia SemogvTavazos 11 sxvadasxva tipis 

diagrama, romelTagan TiToeuli ramodenime mza formats Seicavs.  

diagrama iqmneba dokumentSi ganTavsebuli monacemebis 

safuZvelze da gamoiyeneba am monacemebis grafikuli asaxvisa da 

maTi Semdgomi analizisaTvis.  

diagramis Sesaqmnelad gamoiyeneba diagramaTa Seqmnis 

specialuri ostati, romlis gamoZaxeba SeiZleba Insert menius 

Illustrations qvemenius Chart RilakiT. gaxsnil Insert Chart 
damatebiT fanjaraSi SesaZlebelia Sesabamisi tipis diagramebis 

SerCeva (sur. 9.36).  
 

 
sur. 9.36. Insert Chart damatebiT fanjara 

 

Word-s 11 sxvadasxva tipis diagrama aqvs. esenia:  
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− Column – histograma, masSi Sedis agreTve cilindruli, 

konusuri, piramiduli diagramebi; 

− Line – grafiki; 

− Pie – wriuli diagrama; 

− Bar – xazovani diagrama; 

− Area – aris tipis diagrama; 

− XY(Scatter) – wertilovani diagrama; 

− Stock – sabirJo diagrama; 

− Surface – zedapiruli diagrama; 

− Doughnut – rgoli; 

− Bubble – buStulebiani diagrama; 

− Radar – radari. 

diagramebis agebis mizniT paralelurad gaixsneba Microsoft 
Excel-is  davTris fanjara erTi furcliT saxelwodebiT Chart in 
Microsoft Office Word.  am furcelze ganTavsebulia pirobiTi 

cxrili, romlis redaqtirebis mixedviT Sesabamisad icvleba 

agebuli diagramac. diagramebi romelsac vqmniT iqneba Cadebuli 

Office Word 2007-Si, xolo diagramis monacemebi Senaxulia Excel-is 
samuSao furcelze, romelic Word-is  failebs SeuerTdeba. 

Cven aseve SegviZlia movaxdinoT Excel-dan diagramis Word-Si 

kopireba. roca xdeba diagramis kopireba is SeiZleba iyos an 

CaSenebuli, rogorc statikuri monacemebi an iyos dakavSirebuli 

samuSao davTarTan. roca moxdeba im diagramis Semcveli dokumentis 

gaxsna, romelic dakavSirebulia samuSao davTarTan, maSin is 

avtomatiurad Semowmdeba samuSao davTarSi Setanili yoveli 

cvlilebis ganxorcielebis mizniT. Word-Si diagramas, romelic 

Sedgenilia tipiuri monacemebiT Excel-is samuSao furcelSi eqneba 

Semdegi saxe: 
 



 
imisaTvis, rom Word-is diagramasTan dakavSirebuli 

monacemebi SevinaxoT, saWiroa dokumentSi kursori davayenoT im 

adgilze, sadac gvinda diagramis Casma da mausiT davawkapunoT 

Insert menius Illustrations qvemenius Chart Rilakze. gaixsneba Insert 
Chart dialoguri fanjara (sur. 9.36). gaxsnil fanjaraSi SevarCioT 

diagramis tipi da stili da mausi davawkapunoT OK Rilakze. 

samuSao magidaze dokumentTan erTad vertikaluri dayofiT (split) 
gaixsneba Excel 2007-is fanjris saxiT da samuSao davTarze 

gviCvenebs monacemebis nimuSs:  
 

 
Excel-is samuSao davTarSi tipiuri monacemebi unda 

SevcvaloT sasurveli monacemebiT. aseve SeiZleba svetisa da 

striqonis dasaxelebaTa Secvla. mas Semdeg, rac ganaxldeba 

monacemebi cxrilSi, diagramac avtomaturad iqneba ganaxlebuli 

axali monacemebiT. 
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Excel-Si davawkapunoT Office Button  Rilakze da Semdeg 

avirCioT Save As brZaneba. Save As-is dialogis fanjaraSi, siaSi 

Save In, movniSnoT saqaRalde an gamSvebi diski, romelSic gvsurs 

samuSao davTris Senaxva. Tu samuSao davTris Senaxva gvinda axal 

saqaRaldeSi, maSin davawkapunoT Create New Folder  Rilakze. 

File name velSi avkrifoT failis axali saxeli da xeli davaWiroT 

Save Rilaks. amis Semdeg, isev davawkapunoT Office Button  

Rilakze da Semdeg avirCioT Close brZaneba. 
 

 

 sur. 9.37. damatebiTi Chart Tools ⇒ Design menius instrumentTa panelebi 
 

Tu diagramis naCvenebi forma gvakmayofilebs, maSin misi 

calkeuli elementis mowyoba-redaqtireba SesaZlebelia damatebiTi 

Chart Tools ⇒ Design,  Chart Tools ⇒ Layout da Chart Tools ⇒ Format 
meniuebis Sesabamis qvemeniuebSi ganTavsebuli Rilakebis saSualebiT 

(sur. 9.37, 9.38, 9.39).   
 

 

  
sur. 9.38. damatebiTi Chart Tools ⇒ Layout menius instrumentTa panelebi 
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sur. 9.39. damatebiTi Chart Tools ⇒ Format menius instrumentTa panelebi 

 

diagramis redaqtireba. diagramaze mausis daWeriT moxdeba 

misi moniSvna, ris Semdegac SeiZleba diagramis gadanacvleba an 

aslis miReba Cavleba-gadaTreviT, agreTve zomebis cvlileba 

kvadratuli markerebis meSveobiT. diagrama Sedgeba calkeuli 

elementebisagan (Chart Area – diagramis gare are, Plot Area – 

diagramis Siga are anu naxazis midamo, Chart Title – diagramis 

saTauri, Axis Title – RerZebis saxelebi, Axes – RerZebze 

ganTavsebuli monacemTa mniSvneloba, Data Series – monacemTa 

mwkrivebi, Data Point – monacemTa punqti, Legend – aRniSvnaTa 

mniSvneloba da sxv.), romelTa moniSvna SeiZleba maTze mausis 

maCveneblis miyvaniT da dawkapunebiT. moniSnul elementze mausis 

marjvena klaviSiT CamoSlil konteqstur meniuSi SevarCioT 

Sesabamisi daformatebis brZaneba. gaixsneba imave dasaxelebis 

damatebiTi fanjara, romlis sxvadasxva CanarTis mixedviT SeiZleba 

momxmarebelma Tavisi survilis mixedviT moawyos diagramis 

TiToeuli elementi calk-calke. momxmarebels SesaZlebloba aqvs 

diagramis TiToeuli elementisaTvis SearCios feri, xazis sisqe, 

masStabi, Skalis stili, warweris mimarTuleba da Sesabamisi 

gadamrTvelebis saSualebiT gansazRvros saWiro parametrebi 

(sur. 9.40). 
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sur. 9.40. diagramis redaqtirebis erT-erTi damatebiTi fanjara 

 

agreTve, SesaZlebelia CavataroT diagramis gare (Chart Area) 

da Siga aris (Plot Area), sakuTriv diagramis calkeuli elementebis 

(figurebis, warwerebis, RerZebis, damyofi xazebis) redaqtireba. 

gamonaTebuli dialogis Sesabamis CanarTebSi SeiZleba SevcvaloT 

saredaqcio elementis feris gama, konturis xazebis tipi, warweris 

Srifti da diagramis elementTa gaformebis sxva parametrebi. 
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9.2. hipermimarTvebi 

 
hipermimarTvis Seqmna. hipermimarTva es aris kavSiri 

dokumentidan sxva furcelTan an failTan. hipermimarTvis 

daniSnulebaa swrafad ganaxorcielos mimarTva sxva Web-gverdTan, 

an suraTTan, an eleqtronuli fostis misamarTTan, an programasTan. 

TviTon hipermimarTva ganTavsebulia dokumentSi da igi SeiZleba 

iyos xazgasmuli teqsti an suraTi an grafika. hipermimarTvis Casma 

aseve SesaZlebelia diagramis gansazRvrul elementebSi.  

Microsoft Office Word-i qmnis hipermimarTvas maSin, roca 

CavwerT arsebuli veb-gverdis misamarTs, iseTs rogoricaa 

magaliTad, www.contoso.com da xels vaWerT <ENTER> an haris 

klaviSs. hipermimarTvaze mausis maCveneblis miyvanis Semdeg 

hipermimarTvis Tavze gaCndeba Semdegi tipis mini-paneli:  

 

 

Tu <Ctrl> klaviSTan kombinaciaSi hipermimarTvaze mausiT 

davawkapunebT, maSin moxdeba Sesabamisi veb-gverdis an dokumentis 

gaxsna.  

hipermimarTvis Seqmna dokumentis, failisa da veb-

gverdisaTvis. movniSnoT is teqsti an suraTi, romelic gvinda 

gamoviyenoT rogorc hipermimarTva da mausiT davawkapunoT Insert 

menius Links qvemenius  Hyperlink brZanebaze. gaixsneba Insert 
Hiperlink dialoguri fanjara (sur. 9.41). igive operaciis 

Sesruleba SegviZlia, Tu SerCeul obieqtze mausis marjvena 

klaviSiT gaxsnil konteqstur meniuSi avirCevT Hyperlink brZanebas.  

imisaTvis, rom ukve arsebul fails davukavSirdeT, Link to 

velSi avirCioT Existing File or Web Page brZaneba, xolo  Look in 
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http://www.contoso.com/


velSi Current Folder da Semdeg Address velSi CavweroT im 

obieqtis misamarTi, romelTanac gvsurs kavSiris damyareba. Tu 

failisaTvis misamarTi ar viciT, maSin daawkapuneT Look in velis 
isarze, CamoSlil CamonaTvalSi avirCioT saWiro obieqti da 

Semdeg mis qvemoT CamonaTvalSi avirCioT sasurveli faili.  

 

 
sur. 9.41. Insert Hyperlink dialoguri fanjara 

 

uaxloes droSi gamoyenebul failTan dakavSireba SeiZleba, 

Tu  Look in velSi avirCevT Recent Files da Semdeg gaxsnil siaSi 

avirCevT sasurvel obieqts. 

imisaTvis, rom gamoyenebul veb-gverds davukavSirdeT, Look 
in velSi avirCioT Browsed Pages da Semdeg gaxsnil siaSi 

avirCioT sasurveli misamarTi. 

 imisaTvis, rom davukavSirdeT fails romelic jer kidev ar 

Segviqmnia, Link to velSi avirCioT Create New Document brZaneba,  

Name of new document velSi SeviyvanoT axali failis saxeli da 

Semdeg  When to edit velSi avirCioT an Edit the new document later an 
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Edit the new document now imis mixedviT axal dokuments SevqmniT 

SemdegSi Tu maSinve. 

imisaTvis, rom movmarToT teqsti, romelic Cndeba 

hipermimarTvis Tavze mini-panelis saxiT, mausi unda davawkapunoT 

ScreenTip Rilakze. gaixsneba damatebiTi Set Hyperlink ScreenTip 
fanjara, romlis ScreenTip text velSi CavweroT sasurveli teqsti 

(sur. 9.42). Tu ar movmarTavT am teqsts, maSin Word-i gamoiyenebs 

failis vels an misamarTs rogorc saTaurs.  
 

 
sur. 9.42. Set Hyperlink ScreenTip damatebiTi fanjara 

 

hipermimarTvis Seqmna axali eleqtronuli fostis 

SetyobinebisaTvis. movniSnoT teqsti an suraTi da Insert Hiperlink 
dialoguri fanjara gavxsnaT zemoT aRwerili erT-erTi wesiT (sur. 

9.41). Link to velSi avirCioT E-mail Address brZaneba. E-mail Address 
velSi CavweroT eleqtronuli fostis sasurveli misamarTi an igi 

SevarCioT Recently used E-mail Address siaSi. Subject velSi ki 

CavweroT eleqtronuli fostis Setyobinebis sagani. Tu ScreenTip 
text velSi ar CavwereT sasurveli teqsti (sur. 9.42), maSin Word-i am 

velSi saTaurad gamoiyenebs `mailto:~-s, romelsac mosdevs 

eleqtronuli fostis misamarTi. 

hipermimarTvis Seqmna mimdinare dokumentSi gadasasvlelad. 

imisaTvis, rom davukavSirdeT adgilmdebareobas dokumentSi, 
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amisaTvis saWiroa movniSnoT teqsti an suraTi da Insert Hiperlink 
dialoguri fanjara gavxsnaT zemoT aRwerili erT-erTi wesiT (sur. 

9.41). Link to velSi avirCioT Place in This Document brZaneba. 

gadasvla SeiZleba ganxorcieldes sami mimarTulebiT: Top of the 
Document _ mimdinare dokumentis dasawyisSi, Headings _ 

miTiTebul saTaurze (Microsoft Word-s aqvs saTauris 9 sxvadasxva 

CaSenebuli stili: dawyebuli Heading 1-dan Heading 9-is CaTvliT) 

an Bookmarks _ miTiTebul saniSnobelze. 

 

 

9.3. saniSne 

 

Cven SegviZlia avRniSnoT hipermimarTvis adgilmdebareoba 

nebismieri saniSnis _ bookmark gamoyenebiT. saniSne aris 

adgimdebareoba an moniSvna teqstis failSi, romelsac aqvs saxeli 

mimarTvis ganxorcielebis mizniT. saniSne _ bookmark-i axdens 

adgilmdebareobis identificirebas Cveni failis sazRvrebSi, 

romelic mogvianebiT SegviZlia gavgzavnoT an davakavSiroT.  

saniSnis Casma. saniSnis Casmis mizniT mimdinare dokumentSi 

gaakeTeT Semdegi: movniSnoT teqsti an punqti, romliscTvisac 

gvsurs saniSnis miniWeba an davawkapunoT iq sadac gsurT saniSnis 

Casma. Insert menius Links qvemeniuSi avirCioT Bookmark Rilaki. 

gaixsneba Bookmark dialoguri fanjara, sadac Bookmark name-is 
qveS, zeda striqonSi CavweroT saniSnis saxeli da davawkapunoT Add 
Rilakze (sur. 9.43). saniSnis saxeli daemateba pirveli striqonis 

qveS mdebare velSi ganTavsebul saniSneebis sias. 
 



 
sur. 9.43. Bookmark dialoguri fanjara 

 

SeniSvna. saniSnis saxeli unda iwyebodes asoTi da masSi 

SeiZleba gamoyenebul iqnas ricxvebi. ar SeiZleba intervalebis 

gamoyeneba. Tumca, maT nacvlad sityvebis gamosayofad SeiZleba 

gamoviyenoT qveda xazi. magaliTad, First_heading. 
Tu gvsurs saniSneebis siidan wavSaloT romelime saniSne, 

amisaTvis movniSnoT igi da mausi davawkapunoT Delete Rilakze. 

romelime saniSneze gadasvlis mizniT movniSnoT es saniSne da 

davawkapunoT Go To Rilakze. 

aRniSnul siaSi saniSneTa dalageba SeiZleba saxelisa da misi 

mdebareobis mixedviT, risTvisac Sort by velSi Sesabamisad avirCioT 

Name an Location gadamrTveli, xolo saniSneTa damalvis mizniT 

alami unda CavrToT Hidden bookmarks CamrTvelSi. 
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9.4. maTematikuri formulebis Cawera 

 

maTematikur formulebSi, romelic Cawerilia Word-Si, 

SeiZleba gamoyenebuli iyos 150-mde simbolo. dokumentSi formulis 

Casasmelad saWiroa mausiT davawkapunoT Insert menius Symbols 

qvemenius Equation Rilakze, romlis drosac CamoiSleba Built-In 

fanjara – formulaTa galerea (sur. 9.44).  

 

  
sur. 9.44. formulaTa galerea 
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am fanjaraSi momxmarebelma SeiZleba SearCios misTvis 

sasurveli formula da Semdeg moaxdinos misi redaqtireba, an 

airCios Insert New Equation brZaneba, romlis Semdegac dokumentSi 

gaCndeba Semdegi saxis veli, sadac xdeba formulis Cawera: 

 

igive operacia SeiZleba ganxorcieldes <Alt>+<=> klaviSTa 

kombinaciiT. Tu dokumentSi moniSulia formulis veli, maSin 

gaixsneba Equation Tools  Design damatebiTi meniu, romlis 

qvemeniuebSi ganTavsebuli Rilakebis saSualebiT SesaZlebelia 

formulebis akrefva da redaqtireba (sur. 9.45).  

 

  

 

 
sur. 9.45. damatebiTi Equation Tools  Design menius Tools, Symbols da 

Structures qvemeniuebi 
 
Equation Tools  Design menius Tools qvemenius Equation 

Rilaki asrulebs igive funqcias, rasac asrulebda Insert menius 

Symbols qvemenius Equation Rilaki. imave qvemenius Professional da 

Linear Rilakebis saSualebiT formulis teqsti SeiZleba 
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warmovadginoT standartuli profesiuli saxe, an Caiweros erT 

xazze wrfivi saxiT. Normal Text Rilakis saSualebiT formulis 

teqsti SeiZleba iyos Cawerili Cveulebrivi an daxrili SriftiT. 

igive operacia SeiZleba Sesruldes, Tu formulis velis marjvena 

kuTxeSi mausiT isarze davawkapunebT da CamoSlil meniuSi avirCevT 

Sesabamis brZanebas (sur. 9.46). aqve SeiZleba ganvsazRvroT 

formulis adgilmdebareoba striqonSi. 

 

 
sur. 9.46. formulis velis CamoSladi meniu 

 
rodesac formula miiRebs saboloo saxes, maSin igi 

SegviZlia ganvaTavsoT formulaTa galereaSi, risTvisac formulis 

velis CamoSlad meniuSi unda avirCioT Save as New Equation brZaneba 

an Equation Tools  Design menius Tools qvemenius Equation RilakiT 

CamoSlil velSi unda avirCioT Save Selection to Equation Gallery 

brZaneba. am dros gaixsneba Create New Building Block damatebiTi 

dialoguri fanjara, sadac SevarCevT formulis saxels, galereis 

dasaxelebas, kategorias da OK Rilakze xelis daWeriT 

davasrulebT operacias (sur. 9.47). 
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sur. 9.47. Create New Building Block damatebiTi dialoguri fanjara  

 
formulis parametrebis momarTvis mizniT Equation Tools  

Design menius Tools qvemenius  isarze mausis dawkapunebiT 

gaixsneba  Equation Options dialoguri fanjara (sur. 9.48). 

aRniSnul fanjaraSi sxvadasxva parametrebis moniSvnis saSualebiT 

SesaZlebelia winaswar ganisazRvros formulis Caweris 

standartuli Srifti, formati, kopirebis SemTxvevaSi misi Senaxvis 

formati, formulebis adgilmdebareoba dokumentSi da sxva. 

Equation Tools  Design menius Symbols qvemeniuSi 

ganlagebuli RilakebiT formulaSi SeiZleba CavweroT nebismieri 

maTematikuri simbolo. qvemenius marjvena mxares aris ganlagebuli 

  _ Row an  _ More Rilakebi. Row Rilakze xelis daWeriT 

moxdeba fanjaraSi simboloTa Secvla, xolo More Rilakze xelis 

daWeriT CamoiSleba fanjara (sur. 9.48), sadac gamoCndeba mocemuli 

jgufis yvela simbolo. dasawyisSi es aris maTematikuri 

simboloebis sabazo jgufi – Basic Math. Tu jgufis dasaxelebis 
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marjvena mxares mdebare isarze mausiT davawkapunebT CamoiSleba 

maTematikur simboloTa jgufis meniu, romliTac es sabazo jgufi 

SeiZleba Seicvalos sxva jgufiT, magaliTad, rogoricaa berZnuli 

asoebis, operatorebis, skriptebis da mravali sxva jgufi 

(sur. 9.49). 

 

  
sur. 9.48. Equation Options dialoguri fanjara  
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sur. 9.49. damatebiTi Equation Tools ⇒ Design menius Symbols qvemenius 

Basic Math CamoSladi fanjara da meniu 
 

Equation Tools  Design menius Structures qvemeniuSi 

ganlagebuli Rilakebis saSualebiT CamoiSleba Sablonebis sia, 

saidanac SeiZleba SeirCes maTematikuri formulis Sesabamisi 

Sabloni. es Sablonebia: 

- wiladebi; 

- skriptebi, anu zeda da qveda indeqsebi; 

- fesvebi, anu radikalebi; 

- integralebi; 

- didi operatorebi – jami, namravli da sxva; 

- frCxilebi; 

- funqciebi; 

- zeda da qveda xazgasmulebi; 

- zRvrebi da logariTmebi; 

- simravlis Teoriis elementebi; 

- matricebi. 

formulis redaqtirebisaTvis sakmarisia mausiT orjer 

davawkapunoT Sesabamis formulaze. 
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10. cxrilis Casma da Seqmna 

 

Microsoft Office Word 2007-Si SegviZlia cxrilis Casma 

amorCeviT, winaswar daformatebuli cxrilebidan – sruli tipiuri 

monacemebiT an saWiro striqonebisa da svetebis ricxvis moniSvniT, 

agreTve SegviZlia cxrili CavsvaT dokumentSi an SeiZleba erTi 

cxrili CavsvaT meore cxrilSi, raTa SevqmnaT ufro rTuli, 

kompleqsuri cxrili.  
 

                
sur. 10.1. Insert menius Tables  qvemenius Table RilakiT gaxsnili fanjara 

 

cxrilis Seqmna Sablonebis gamoyenebiT. cxrilis 

Sesaqmnelad SeiZleba gamoyenebul iqnas Sablonebi, romelic 

moTavsebulia winaswar daformatebul cxrilebis galereaSi. 

cxrilis Sablonebi Seicaven tipiur monacemebs, raTa dagvexmaros 

cxrilis vizualuri saxis SerCevaSi. amisaTvis, kursori davayenoT 

dokumentis im adgilze, sadac gvsurs cxrilis Casma. mausi 

davawkapunoT Insert menius Tables  qvemenius Table Rilakze da 
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CamoSlil meniuSi avirCioT Quick Tables brZaneba (sur 10.1). mis 

gaswvriv CamoiSleba Sablonebis nimuSebi. mausis daxmarebiT 

movniSnoT sasurveli cxrilis Sabloni da miRebul cxrilSi 

SevcvaloT masSi arsebuli monacemebi Cveni monacemebiT. 

cxrilis Seqmna meniuTi. kursori davayenoT dokumentis im 

adgilze, sadac gvsurs cxrilis Casma. mausi davawkapunoT Insert 
menius Tables  qvemenius Table Rilakze. CamoSlili menius Insert 
Tables velSi mausi gadavataroT sasurveli raodenobis striqonebsa 

da svetebze da davawkapunoT mis marcxena klaviSze. 
 

 
sur. 10.2. damatebiTi dialoguri fanjara Insert Table 

 

cxrilis Seqmna cxrilis Casmis brZanebebiT. cxrilis 

Sesaqmnelad SeiZleba visargebloT Insert menius Tables  qvemenius 

Table RilakiT CamoSlili menius Insert Tables ... brZanebiT. 

gaixsneba damatebiTi dialoguri fanjara Insert Table sadac Table 
size velSi unda davafiqsiroT cxrilSi striqonebisa da svetebis 
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raodenoba, xolo AutoFit behavior velSi unda SeirCies cxrilis 

zomis dasaregulirebeli varianti (sur 10.2).  

cxrilis daxatva. cxrilis Sesaqmnelad SeiZleba 

gamoviyenoT Insert menius Tables  qvemenius Table RilakiT CamoSlili 

menius Draw Table brZaneba an Home menius Paragraph  qvemenius 

 _ Bottom Border RilakiT CamoSlili menius Draw Table 

brZaneba. am dros mausis maCvenebeli miiRebs fanqris formas da misi 

saSualebiT SeiZleba daixatos saWiro cxrili. cxrilis gare 

sazRvrebis gansazRvris mizniT davxatoT marTkuTxedi, risTvisac 

mausis maCvenebeli miviyvanoT dokumentis im adgilas, sadac gvsurs 

cxrilis Casma da mausis marcxena klaviSze xelis auReblad 

davxatoT marTkuTxedi. cxrilis gareTa konturis daxatvis Semdeg 

avtomaturad CairTveba Table Tools  Design da Table Tools  
Layout damatebiTi meniuebi. garda amisa, imave wesiT gavavloT 

striqonebisa da svetebis xazebi oTxkuTxedis SigniT. cxrilis 

xatvis dasrulebis Semdeg xatvis reJimis gamorTva SeiZleba Table 
Tools  Design menius Draw Borders  qvemenius Draw Table brZanebis 

amorTviT an Table Tools  Layout menius Table  qvemenius View 

Gridlines RilakiT an Home menius Paragraph  qvemenius  _ 

Bottom Border RilakiT CamoSlili menius Draw Table brZanebis 

amorTviT an Home menius Paragraph  qvemenius  _ Bottom 

Border RilakiT CamoSlili menius View Gridlines brZanebiT.  

cxrilSi xazebis wasaSlelad gamoiyeneba Table Tools  
Design menius Draw Borders  qvemenius Eraser brZaneba. mausis 

maCvenebeli miiRebs saSlelis formas. xazis waSlis mizniT 

daawkapuneT im xazze, romlis waSlac gindaT.  
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cxrilis daxazvis daasrulebis Semdeg kursori CavayenoT 

ujraSi da daviwyoT monacemebis Setana. ujrebs Soris gadaadgileba 

SeiZleba <Tab> klaviSis an kursoris gadasaadgilebeli 

klaviSebis gamoyenebiT an mausis maCveneblis saSualebiT.  
 

  
sur. 10.3. damatebiTi dialoguri fanjara Convert Text to Table 

 

teqstis cxrilad gardaqmna da piriqiT. teqstis cxrilad 

gardaqmnis mizniT am teqstisaTvis unda SevarCioT simbolo, 

romelic Seasrulebs svetebSi gansaTavsebeli teqstSi gamyofis 

funqcias. es simboloebi SeiZleba iyos paragrafis markeris tipis 

(¶) aRmniSvneli simbolo, wertil-mZime (;), tabulaciis niSani ( ) an 

sxva nebismieri simbolo, romelsac Semdeg gaxsnil Convert Text to 
Table dialoguri fanjris Separate text at velSi mivuTiTebT. 

amisaTvis, Home menius Paragraph qvemeniuSi CavrToT Show/Hide 
(¶) Rilaki da Sesabamisi simboloebi CavumatoT gadasayvan teqstSi. 

movniSnoT teqsti da Insert menius Tables qvemenius Table RilakiT 
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CamoSlil meniuSi SevarCioT Convert Text to Table brZaneba. 

gaixsneba Convert Text to Table dialoguri fanjara (sur 10.3). 

piriqiT cxrilis teqstad gardaqmnisaTvis movniSnoT 

cxrili da Table Tools  Layout damatebiTi menius Data qvemeniuSi 

SevarCioT Convert to Text brZaneba. gaixsneba Convert Table to Text 
dialoguri fanjara (sur 10.4), romlis Separate text with velSi 

avirCioT svetebSi ganTavsebuli monacemebis gamyofi simbolo. 
 

 
sur. 10.4. damatebiTi dialoguri fanjara Convert Table to Text 

 

miRebuli cxrilis daformateba anu cxrilis stilis, CarCos 

xazis sisqisa da feris, ujris feris, ujris simaRlisa da siganis, 

cxrilis calkeuli elementebisa da TviT cxrilis Camatebisa da 

waSlis operaciebis Sesruleba, cxrilSi Cawerili monacemebis 

ujredis sazRvrebis mimarT sworeba, teqstis mimarTulebis SerCeva, 

monacemTa dalageba da sxva SeiZleba ganxorcieldes cxrilis 

moniSvnis dros gaxsnili Table Tools  Design da Table Tools  
Layout damatebiTi meniuebis qvemeniuebSi ganTavsebuli RilakebiTa 

da brZanebebiT (sur 10.5, 10.6). 
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sur. 10.5. Table Tools  Design damatebiTi menius Table Style Options, Draw 

Borders da Table Styles qvemeniuebi 
 

     
 

   
 

 
sur. 10.6. Table Tools  Layout damatebiTi menius Table, Rows & Columns, 

Merge, Cell Size, Alignment da Data qvemeniuebi 
 

cxrilis striqonSi gverdis wyvetis Tavidan acileba. 

cxrilis striqonSi gverdis wyvetis Tavidan acilebis mizniT mausis 

maCvenebeli unda CavayenoT Sesabamisi striqonis erT-erT ujredSi 

an movniSnoT mTeli cxrili, raTa wyveta ar ganxorcieldes 

cxrilis arcerTi striqonisaTvis.  

SeniSvna: didi cxrilebi, romlebic erT gverdze metia unda 

daiyos. 
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davawkapunoT Table Tools  Layout  damatebiTi menius Table 
qvemenius Properties brZanebaze da gaxsnili Table Properties 
damatebiTi fanjris Row CanarTSi Allow row to break across pages-s 
movuxsnaT almiT moniSvna.  

 

 

11. Mailings meniu 

 

werilis ukan dabrunebis misamarTis momarTva. Tu 

momxmarebels surs werilis ukan dabrunebis misamarTis CarTva 

konvertze, maSin mas SeuZlia momarTos igi manam, vidre konvertze 

muSaobas daiwyebs. SemdgomSi SesaZlebelia misi nebismier dros 

gamoyeneba. amisaTvis, gavuSvaT Word-i da davawkapunoT Office 

Button -ze da Semdeg xeli davaWiroT Word Options Rilakze. 

gaxsnil Word Options dialogur fanjaraSi gavxsnaT Advanced 
CanarTi. gadafurcvlis rbias saSualebiT movZebnoT General 
brZanebaTa jgufi da Mailing address velSi CavweroT werilis ukan 

dabrunebis misamarTi. operacia davamTavroT OK Rilakze 

dawkapunebiT.  
 

   

     
sur. 11.1. Mailings menius Create, Start Mail Merge, Write & Insert Fields, 

Preview Results  da Finish qvemeniuebi 
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Word-i inaxavs misamarTs ise, rom misi gamoyeneba SegviZlia 

yovelTvis, roca gvinda misamarTis konverte warwera, Wdeze an sxva 

dokumentSi.  
 

  
sur. 11.2. Envelopes and Labels dialoguri fanjris Envelopes CanarTi  

 

konvertis beWdvis opciebis momarTva. vidre gavuSvebT 

konvertebs printerze amosabeWdad, SegviZlia printeris opciebi 

SevamowmoT da movmarToT, risTvisac mausiT davawkapunoT  Mailings 
menius Create qvemenius Envelopes Rilakze (sur. 11.1). gaixsneba 

Envelopes and Labels dialoguri fanjris Envelopes CanarTi, sadac 

davawkapunoT Options Rilakze (sur. 11.2). gaixsneba Envelope Options 
damatebiTi dialoguri fanjris Envelope Options CanarTi, romlis 
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Envelope size velSi avirCioT konvertis zoma. Tu arcerTi maTgani 

ar Seesabameba CvenTvis sasurvel zomas CamoSlil siaSi avirCioT 

Custom size (sur. 11.3). am SemTxvevaSi avtomaturad gaixsneba 

Envelope Size damatebiTi dialoguri fanjara, romlis Width da 

Height velebSi CvenTvis sasurvel konvertis zomebi(sur. 11.4). 
 

   
sur. 11.3. Envelope Options damatebiTi dialoguri fanjris Envelope Options 

CanarTi  
 

amis Semdeg Envelope Options damatebiTi dialoguri fanjara 
gadavrToT Printing Options CanarTze, sadac Feed method velSi 

SeiZleba SeirCes printerisaTvis konvertis miwodebis mdebareoba 

(marjvniv, SuaSi, marcxniv), Face up da Face down gadamrTvelis 

saSualebiT konverti SeiZleba iyos saxiT zemoT an qvemoT (saxe 
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aris gverdi, romelzec dabeWdilia misamarTi). Clockwise rotation 

CamrTvelis almiT moniSvnis SemTxvevaSi, Tu konvertis mokle kide 

iyo TavSi, SesaZlebelia konvertis Semobruneba, raTa Tavidan iqnas 

acilebuli konvertis saxeze teqstis Tavdayira gamoCena (sur. 11.5). 

amis Semdeg konverti CavtvirToT ise, rogorc aRniSnulia 

damatebiT dialogur fanjaraSi da davawkapunoT OK Rilakze da 

Envelopes and Labels dialoguri fanjris Envelopes CanarTis Delivery 
address velSi CavweroT raime sacdeli teqsti da Print Rilakze 

xelis daWeriT Semowmebis mizniT amovbeWdoT konverti. 
 

  
sur. 11.4. Envelope Size damatebiTi dialoguri fanjara 

  

Tu konverti ar aris swored dabeWdili, maSin movaxdinoT 

Sesabamisi parametrebis koreqtireba. 

konvertis Seqmna da dabeWdva an Senaxva. konvertis Seqmnis da 

dabeWdvis an Senaxvis mizniT mausiT davawkapunoT  Mailings menius 

Create qvemenius Envelopes Rilakze (sur. 11.1). gaxsnili  Envelopes 
and Labels dialoguri fanjris Envelopes CanarTis Delivery address 
velSi CavweroT safosto misamarTi. Tu gvsurs Cvens kompiuterSi 

dainstalirebuli eleqtronul samisamarTo wignSi Cawerili 

safosto misamarTis gamoyeneba unda davawkapunoT Delivery address 

velis gaswvriv mdebare Insert Address  Rilakze. Tu gvinda 

davaformatoT teqsti, maSin movniSnoT igi da mausis marjvena 

klaviSiT gaxsnil konteqstur meniuSi avirCioT Font brZaneba. 
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sur. 11.5. Envelope Options damatebiTi dialoguri fanjris Printing Options 

CanarTi  
 

analogiurad, Return address velSi CavweroT werilis ukan 

dabrunebis misamarTi an gamoviyenoT Cveni kompiuteris eleqtronul 

samisamarTo wignSi Cawerili safosto misamarTi, risTvisac 

davawkapunoT Return address velis gaswvriv mdebare Insert Address 

 Rilakze. 

Tu unda SevinaxoT werilis ukan dabrunebis misamarTi 

Semdgomi gamoyenebis mizniT, magram ar gvsurs misi CarTva mimdinare 

konvertze, maSin almiT movniSnoT Omit veli. 

Tu momxmareblisTvis xelmisawvdomia eleqtronuli safosto 

gadaricxvebi _ postage, magaliTad, Tu is SeiZina WWW servis-
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momsaxurebis centrSi (World Wide Web (WWW): internetis 

multimedia qseli, romelic warmoadgens ara marto teqsts, aseve 

grafikas, xmas da videos. qselSi momxmareblebs SeuZliaT advilad 

gadavidnen punqtidan punqtze, gverdidan gverdze an saitidan saitze 

hipermimarTvebis gamoyenebiT) SeuZlia is daamatos Tavis konverts 

Semdegnairad: almiT movniSnoT Add electronic postage veli; Tu 

kompiuterSi ar gvaqvs dainstalirebuli eleqtronuli fostis _ 

postage programa, Microsoft Word-i TviTon gvikarnaxebs, Tu rogor 

unda moxdes misi daainstalireba, amasTan SemogvTavazebs Microsoft 
Office Online saitTan dakavSirebas, sadac electronic postage _ 

eleqtronuli fostis Sesaxeb SeiZleba meti informaciis miReba. 

imisaTvis, rom movmarToT electronic postage _ eleqtronuli 

fostis programebisaTvis ofciebi, davawkapunoT E-postage Properties 
Rilakze;  

Tu gvsurs konvertis dabeWdva misi xelaxali gamoyenebis 

mizniT Senaxvis gareSe, maSin CavdoT konverti printerSi ise, 

rogorc es SerCeuli gvqonda Envelope Options damatebiTi 

dialoguri fanjris Printing Options CanarTis Feed method velSi da 

davawkapunoT Print Rilakze. 

Tu gvsurs konvertis Senaxva misi ganmeorebiTi gamoyenebis 

mizniT davawkapunoT Add to Document Rilakze. Word-i dokumentis 

pirvel gverdad Casvams konverts. amis Semdeg, SevinaxoT arsebuli 

dokumenti. 

dokumentis darCenili nawili gamoiyeneba korespondenciis 

Casawerad, romelic iqneba avtomaturad Senaxuli konvertTan 

erTad.  

konvertze misamarTis adgilis gansazRvrisaTvis unda 

davawkapunoT davawkapunoT  Mailings menius Create qvemenius Labels 



Rilakze (sur. 11.1). gaixsneba Envelopes and Labels dialoguri 

fanjris Labels CanarTi (sur. 11.6).  

konvertze misamarTis velebis momarTvis, SerCevisa da maTi 

mimdevrobis gansazRvris mizniT gamoiyeneba Mailings menius 

Write & Insert Fields qvemenius brZanebebi, xolo monacemTa failis 

TiToeuli CanawerisaTvis konvertis saxis winaswari daTvalierebis 

mizniT gamoiyeneba imave menius Preview Results qvemenius brZanebebi. 
 

  
sur. 11.6. Envelopes and Labels dialoguri fanjris Labels CanarTi  

 

konvertebis Seqmna da beWdva fostiT masobrivi gagzavnis 

mizniT. roca gvsurs konvertebi gamoviyenoT fostiT masobrivi 

gagzavnis mizniT misamarTebis siis mixedviT, SegviZlia gamoviyenoT 
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avtomaturad Sedgenili standartuli werilebi, raTa Seqmnas 

werilebis paketi. yoveli konverti Seicavs misamarTs Cveni siidan.  

standartuli werilebis Sedgenis procesi moicavs Semdeg 

nabijebs: 

1. Set up the envelope _ konvertis momarTva. aq xdeba 

konvertis mdebareobis momarTva erTdroulad yvela standartuli 

werilis SemadgenlobaSi myofi konvertisaTvis. dokuments, romelic 

gamoiyeneba standartuli werilebis Sedgenis dros uwodeben mTavar 

dokuments. konvertis mTavar dokumentSi SeiZleba aseve moimarTos 

nebismieri SigTavsi, romelic gvsurs ganTavsdes ukan dabrunebis 

misamarTis msgavsad TiToeul iarliyze, rogoricaa, kompaniis 

logo-emblema an sxva raime standartuli teqsti. 

2. Connect the envelopes to your address list  _ konvertebs 

ukavSirebs misamarTebis sias. misamarTebis sia aris monacemebis 

wyaro, romelsac Microsoft Office Word iyenebs standartuli 

werilebis Sedgenis dros. es aris faili, romelic Seicavs 

misamarTebs da romelic SemdgomSi daibeWdeba konvertebze. 

3. Refine the list of recipients _ werilis mimRebTa siis 

gasufTaveba. misamarTebis siaSi ganTavsebuli TiToeuli 

misamarTisaTvis Word-i qmnis konverts. agreTve SegviZlia SevqmnaT 

konvertebi misamarTebis siaSi arsebuli mxolod gansazRvruli 

misamarTebisaTvis.   

4. Add placeholders, called mail merge fields, to the envelopes _ 

konvertisaTvis `Semvsebis~ _ placeholders-is damateba, e. w. 

standartuli werilebis Sedgenis veli. roca vawarmoebT 

standartuli werilebis Sedgenas, standartuli werilebis Sedgenis 

veli Sevsebulia Cveni misamarTebis siidan aRebuli informaciiT.   

http://office.microsoft.com/client/helppreview.aspx?AssetID=HA101091601033&ns=WINWORD&lcid=1033&QueryID=JheBS8n0p0&respos=2#1
http://office.microsoft.com/client/helppreview.aspx?AssetID=HA101091601033&ns=WINWORD&lcid=1033&QueryID=JheBS8n0p0&respos=2#3
http://office.microsoft.com/client/helppreview.aspx?AssetID=HA101091601033&ns=WINWORD&lcid=1033&QueryID=JheBS8n0p0&respos=2#2
http://office.microsoft.com/client/helppreview.aspx?AssetID=HA101091601033&ns=WINWORD&lcid=1033&QueryID=JheBS8n0p0&respos=2#4


5. Preview and complete the mail merge _ standartuli 

werilebis winaswari daTvaliereba da sruli Sedgena. SegviZlia 

winaswar davaTvalieroT TiToeuli konverti vidre moxdeba maTi 

amobeWdva an mTeli nakrebis gagzavna.  

standartuli werilebis SedgenisaTvis gamoiyeneba Mailings 
menius brZanebebi. 

SeniSvna: standartuli werilebis SedgenisaTvis aseve 

SegviZlia gamoviyenoT Mail Merge davalebaTa paneli (davalebaTa 

paneli es aris fanjara saofise programebis farglebSi, romelic 

uzrunvelyofs Cveulebrivi brZanebebis gamoyenebas. misi 

adgilmdebareoba da mcire zoma failebze muSaobis dros am 

brZanebebis efeqturi gamoyenebis saSualebas iZleva), romelsac 

procesis mimdinareobisaken nabij-nabij mivyavarT.  
 

 
sur. 11.7. Mailings menius  Start Mail Merge qvemenius Start Mail Merge 

RilakiT CamoSlili sia 

 

davalebaTa panelis gamoyenebis mizniT Mailings menius  Start 
Mail Merge qvemeniuSi davawkapunoT Start Mail Merge Rilakze da 

Semdeg CamoSlil siaSi avirCioT Step by Step Mail Merge Wizard 
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brZaneba (sur. 11.7). ZiriTadi samuSao aris marjvena mxares gaixsneba 

Mail Merge davalebaTa paneli, romlis procesis pirveli bijis 

Select document type qveS CamoTvlil brZanebaTa siaSi avirCioT 

Envelopes brZaneba (sur. 11.8).  
 

  
sur. 11.8. Mail Merge davalebaTa paneli  

 

konvertis mTavar dokumentze muSaoba. gavuSvaT Word-i. 

CumaTobis principiT gaixsneba sufTa furceli. davtovoT is Ria. 
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Tu mas davxuravT maSin Semdeg bijze brZanebebi ar iqneba 

xelmisawvdomi. Mailings menius  Start Mail Merge qvemeniuSi 

davawkapunoT Start Mail Merge Rilakze da Semdeg CamoSlil siaSi 

avirCioT Step by Step Mail Merge Wizard brZaneba (sur. 11.7). 

ZiriTadi samuSao aris marjvena mxares gaxsnil Mail Merge 
davalebaTa panelze avirCioT Envelopes brZaneba (sur. 11.8). 

konvertis parametrebis momarTva xdeba zemoT aRwerili wesiT. 

Word-i xsnis dokuments, romlis zoma gansazRvrulia 

konvertis gverdebis ganzomilebiT. Tu Word-Si gvaqvs momarTuli 

werilis ukan dabrunebis misamarTi, maSin igi naCvenebi iqneba 

gverdis struqturaSi. sxva sufTa struqturis SemcvelobaSi iqneba 

miwodebis misamarTi. struqturis sazRvris dasanaxad daawkapuneT 

konvertis tanze, iq sadac eliT rom miwodebis misamarTi gamoCndeba. 

standartuli werilebis Sedgenis ganaxleba. Tu unda 

SevwyvitoT muSaoba standartuli werilebis Sedgenaze, maSin  

SegviZlia konverti mTavari dokumentiT SevinaxoT da Serwyma 

ganvaaxloT mogvianebiT. Word-i inaxavs monacemTa wyaros da velis 

informacias. Tu gamoviyeneT Mail Merge davalebaTa paneli, maSin 

Serwymis ganaxlebis dros Word-i abrunebs adgils davalebaTa 

panelze. 

roca mzad viqnebiT SerwymisaTvis gavxsnaT dokumenti. Word-

i gamoitans Setyobinebas, romelic gvTxovs, rom davadasturoT 

gvsurs Tu ara rom gavxsnaT dokumenti, romelic iqneba gaSvebuli 

SQL brZanebiT. vinaidan es dokumenti dakavSirebulia monacemTa 

wyarosTan da gvsurs monacemebis aRdgena, davawkapunoT Yes 
Rilakze. Tu SemTxveviT gavxseniT ara realizebuli dokumenti 

dakavSirebuli monacemTa  wyarosTan, maSin davawkapunenoT No 



Rilakze, raTa Tavidan aviciloT potenciurad borotad 

ganzraxuli monacemebis wvdoma. 

dokumentis teqsti Cndeba Cvens mier Casmuli nebismieri 

velis gaswvriv. 

konvertebis misamarTebis siasTan gaerTianeba. informaciis 

konvertebTan gasaerTianeblad, unda SevaerTod konvertebi 

misamarTebis siasTan, cnobili rogorc monacemTa faili. Tu ar 

gvaqvs monacemTa faili, SegviZlia SevqmnaT igi standartuli 

werilebis Sedgenis procesis ganmavlobaSi. 
 

 
sur. 11.9. New Address List dialoguri fanjara 

 

misamarTebis siis Seqmna. monacemTa failis anu misamarTebis 

siis Sesaqmnelad davawkapunoT Mailings menius  Start Mail Merge 
qvemenius Select Recipients Rilakze da CamoSlil siaSi avirCioT Type 
New List brZaneba. gaixsneba monacemTa Setanis specialuri New 
Address List dialoguri fanjara, romlis Sesabamis svetebSi 

SegviZlia SevitanoT misamarTis Sesabamisi parametrebi (sur. 11.9). 

New Entry, Delete Entry da Find Rilakebis saSualebiT SegviZlia 
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Sesabamisad SevitanoT axali monacemi, wavSaloT ara sasurveli an 

movZebnoT sasurveli monacemebi siaSi, xolo Customize Columns 
Rilakis daxmarebiT gaixsneba Customize Address List damatebiTi 

fanjara, saidanac SeiZleba samisamarTo siaSi davumatoT an 

gamovakloT misamarTis maxasiaTebeli (sur. 11.10). 
 

  
sur. 11.10. Customize Address List damatebiTi fanjara 

 

monacemTa failis SerCeva. davawkapunoT Mailings menius  

Start Mail Merge qvemenius Select Recipients Rilakze da CamoSlil 

siaSi avirCioT Select from Outlook Contacts brZaneba. gaixsneba 

damatebiTi fanjara, sadac monacemTa siidan unda amovarCioT 

Sesabamisi misamarTi (sur. 11.11). 
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sur. 11.11. Select Contacts damatebiTi fanjara 

 

 
sur. 11.12. Mail Merge Recipients damatebiTi fanjara 
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roca vukavSirdebiT gansazRvrul monacemTa fails da gvinda 

SevkvecoT adresatebis sia an gamoviyenoT punqtebis qvesimravle 

monacemTa failSi, unda gavakeToT Semdegi: davawkapunoT Mailings 
menius  Start Mail Merge qvemenius Edit Recipient List Rilakze. 

gaixsneba Mail Merge Recipients damatebiTi fanjara, romlis Data 
Source velSi SeiZleba almiT movniSnoT sasurveli misamarTebi, Edit 
Rilakis daxmarebiT ganvaxorcieloT Sesabamisi monacemTa failis 

redaqtireba (am dros gaixsneba Edit Address List dialoguri 

fanjara, romelic suraT 11.8-ze gamosaxuli New Address List 
dialoguri fanjris zusti analogia), movaxdinoT monacemTa 

dalageba zrdadobiT an klebadobiT, sasurveli misamarTebis 

amorCevis mizniT davayenoT Sesabamisi filtrebi da a. S (sur. 11.12). 

 

 
 

12. blogi 

 

blogi (Web-log), Web-Jurnali (dRiuri) es aris 

komunikaciis instrumenti, romelic blog-hosting, blog-ring, corporate 
web-log, RSS, RSS-aggregator, web-log, wiki qselebis gamoyenebiT 

informaciis Tavisufali da operatiuli mimocvlis saSualebas 

iZleva. blogi saSualebas aZlevs calkeul pirovnebebs yovelgvari 

tradiciuli sainformacio media da beWdviTi  saSualebebis gverdis 

avliT gamoaqveynos informacia internetSi. amJamad, blogebis 

momzadeba, Zalze martivad, SesaZlebelia Microsoft Office Word 2007 

– teqsturi redaqtoris saSualebiTac. 

arsebiTad, blogis Seqmna iseve xdeba, rogorc iqmneba 

nebismieri dokumenti – unda davbeWdoT teqsti kompiuterze im 

saxiT, ra saxiTac gvsurs misi naxva internetSi. blogis Sesaqmnelad 



gamoviZaxoT Word-i da mausiT davawkapunoT Office Button  Ri-

lakze. CamoSlil meniuSi avirCioT brZaneba New. gaxsnil New 
Document fanjaraSi avirCioT New Blog Post (sur 12.1).  

 

 
sur. 12.1. fanjara New Document 

 

an imave RilakiT CamoSlil meniuSi avirCioT brZaneba Publish 

 Blog. blogis Seqmnis procesis dawyebis pirvel etapze gamoCndeba 

damatebiTi fanjara, sadac unda SevarCioT blogis registraciis 

dro – registracia ganxorcieldes dasawyisSive –  Register Now Tu  

mogvianebiT  – Register Later (sur. 12.2). 

Tu Cven ukve gvaqvs blogi, romelic registrirebulia 

romelime blogebis servis provaiderTan (rogoricaa, magaliTad, 

Windows Live Spaces, Blogger da sxva), maSin axali blogisaTvis 

SeiZleba avirCioT igive provaideri. maTi arCeva moxdeba New Blog 
Account damatebiTi fanjris Blog CamoSladi velidan (sur. 12.3). 
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    sur. 12.2. fanjara Register a Blog Account 

 

provaideris arCevis Semdeg Word-is programas ecodineba, Tu 

saiT gaagzavnos blogi, mas Semdeg rac momxmarebeli daamTavrebs 

blogze muSaobas. 
 

 
 

 
 

    sur. 12.3. damatebiTi fanjara New Blog Account 
 

zemoT aRwerili gadawyvetilebis Semdeg gaixsneba axali 

blogis fanjara (sur. 12.4). blogis fanjaras aqvs ori meniu: Blog 
Post da Insert. Tu blogSi gamoyenebuli iqneba suraTi, cxrili, 
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diagrama an sxva dokumentis gasaformebeli saSualeba Word-i 

uzrunvelyofs Sesabamisi damatebiTi menius gamoCenas.  
 

 
  sur. 12.4. Blog Post-is fanjara  

 

imisaTvis, rom daviwyoT teqstis Setana Cvens SetyobinebaSi, 

pirvel rigSi mausi unda davawkapunoT sityvebze [Enter Post Title 
Here] da SevitanoT Cveni blogis dasaxeleba. amis Semdeg kursori 

davayenoT xazis qvemoT da daviwyoT teqstis akrefva. Sriftis, 

Sriftis zomis, Sriftis feris, stilis da daformatebis sxva 

parametrebis Secvla SesaZlebelia daformatebis zemoT aRwerili 

tradiciuli wesebis gamoyenebiT, romelic mocemulia Blog Post 
menius Basic Text da Styles qvemeniuebSi.  
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blogSi suraTebis Casma Microsoft Office-is biblioTekidan an 

momxmareblis saqaRaldeebidan, figurebis an SmartArt grafikebis 

Casma, cxrilebis an diagramebis Casma teqstis mxatvruli gaformeba 

an simboloebis Camateba SesaZlebelia ganxorcieldes blogis 

fanjris Insert menius Tables, Illustrations, Text da Symbols 
qvemeniuebis gamoyenebiT im tradiciuli wesebiT, romelic 

Cveulebrivi dokumentebis Seqmnis procesSi gamoiyeneboda. 

blogi ubralod statistikuri Web-gverdi iqneba, Tu masSi 

ar iqna gamoyenebuli mimarTvebi. blogSi mimarTvis dasamateblad 

movniSnoT is teqsti an suraTi, romelic gvinda gamoviyenoT 

rogorc hipermimarTva da mausiT davawkapunoT Insert menius Links 

qvemenius  Hyperlink brZanebaze. gaixsneba Insert Hiperlink 
dialoguri fanjara (sur. 9.41). Semdgom ki zemoT aRwerili wesiT 

SevasruloT hipermimarTvis Seqmna. hipermimarTvas eqneba 

xazgasmuli lurji feris Srifti. 

blogis kategoria saZiebo sistemas da mkiTxvels saSualebas 

aZlevs ipovos yvela is Setyobinebebi, romlebic dakavSirebulia 

konkretul TemasTan. kategoriis damatebis mizniT mausi 

davawkapunoT Blog Post menius Blog qvemenius Insert Category Rilakze. 

kategoriebis veli gaCndeba Cveni Setyobinebis teqstis Tavze. Tu 

mausiT davawkapunebT isrian Rilakze, maSin CamoiSleba kategoriaTa 

sia, sadac unda moxdes sasurveli kategoriis SerCeva. 
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13. makrosebi 

 

Microsoft Office Word 2007-Si SegviZlia gamosayenebeli dava-

lebis nawilis avtomatizeba makroganmsazRvrelis SeqmniT. makrosi – 

brZanebebisa da instruqciebis rigia romelsac igi ajgufebs 

rogorc erTdaderT brZanebas, rom davaleba Seasrulos 

avtomaturad. 

makrogansazRvrisaTvis tipiuri gamoyenebaa: daCqardes 

Cveulebrivi redaqtireba da daformateba; mravaljeradi 

brZanebebis gaerTianeba – magaliTad, cxrilis Casma gansazRvruli 

zomiTa da CarCoTi, gansazRvruli raodenobis striqonebiTa da 

svetebiT; dialogis fanjaraSi arCevani gaxdes ufro xelmisawvdomi; 

moxdes rTuli davalebebis rigis avtomatizeba. 

makrosis mizania moaxdinos xSirad gamoyenebuli amocanisa da 

moqmedebebis avtomatizacia. Tumca zogierTi makrogansazRvreba es 

aris klaviSebze xelis daWerisa da mausis dawkapunebis mimdevrobis 

mxolod registracia, xolo ufro rTuli makrosebis SemTxvevaSi 

programebi dawerilia Visual Basic for Applications (VBA) enaze 

dammuSaveblebis mier da maTSi gamoyenebulia kodebi, romelTac 

SeuZlia mravali brZanebis Sesruleba Cvens kompiuterze. VBA-i es 

aris Microsoft Visual Basic-is makro enuri versia, romelzec iwereba 

Microsoft Windows-is garemoSi momuSave programebi da gamoiyeneba 

Microsoft-is zogierT programebTan erTad. amitom, garkveuli 

TvalsazrisiT, VBA-i usafrTxoebis potenciur risks warmoadgens, 

radgan `xakerebs~ SeuZliaT boroti ganzraxviT makrosi Seitanon 

dokumentis saSualebiT, da romelsac dokumentis gaxsnis Semdeg 

saSualebas aZlevs marTos da potenciurad gaavrcelos virusi Cvens 

kompiuterSi.  



makrosis Cawera da misi Sesrulebaze gaSveba xdeba View 
menius Macros qvemenius Macros brZanebiT, romlis Semdegac 

CamoiSleba brZanebebis sia. makrosis Casawerad unda avirCioT 

brZaneba Record Macro ...; gaixsneba Record Macro dialoguri 

fanjara (sur. 13.1), romlis Macro Name velSi gulisxmobis 

principiT Cawerili iqneba makrosis pirobiTi saxeli Macro1 
(Macro2, Macro3, ...), romelic SegviZlia SevcvaloT an davtovoT 

Cveni survilis mixedviT. Store macro in CamoSlad velSi SeirCeva 

makrosis moqmedebis are – mocemuli dokumenti, axali dokumenti 

Tu personalurad samuSao dokumentisaTvis, xolo Description velSi 

ki SeiZleba Caiweros makrosis aRwera da OK RilakiT unda 

davamowmoT Cveni gadawyvetileba.  
 

 
sur. 13.1. Record Macro dialoguri fanjara 

 

e. w. `cxeli klaviSis~ momarTvis mizniT mausi davawkapunoT 

Keyboard Rilakze. am dros gaixsneba Customize Keyboard 
damatebiTi dialoguri fanjara (sur. 13.2). am fanjris Commands 
velSi miTiTebuli iqneba im makrosis saxeli, romlisTvisac xdeba 
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`cxeli klaviSis~ SerCeva, Press new shortcut key velSi kursoris 

Cayenebis Semdeeg avkrifoT Sesabamisi klaviSTa kombinacia da 

davaWiroT xeli Assign Rilaks, ris Semdegac aRniSnuli kombinacia 

gadainacvlebs Current keys velSi. `cxeli klaviSis~ wasaSlelad 

Current keys velSi movniSnoT saWiro kombinacia da xeli davaWiroT 

Remove Rilaks. 
 

 
sur. 13.2. dialoguri fanjara Customize Keyboard 

 

Tu xels davaWerT Rilaks Button, maSin gaixsneba Word 
Options fanjris Customize CanarTi, romlis saSualebiTac SeiZleba 

aRniSnuli makrosis Sesabamisi Rilaki ganvaTavsoT Customize Quick 
Access Toolbar _ swrafi wvdomis panelze. 

amis Semdeg unda SevasruloT is moqmedebebi da im 

mimdevrobiT, rogorc gvsurs maTi Cawera makrosSi da View menius 
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Macros qvemenius Macros ⇒  Stop Recording brZanebiT davasruloT 

makrosis Cawera. 

SeniSvna: makrosis Canaweris dros, brZanebebsa da variantebze 

dasawkapuneblad SesaZlebelia mausis gamoyeneba, magram ara teqstis 

mosaniSnad. teqstis mosaniSnad unda gamoiyenoT klaviatura.  

makrosis Sesrulebaze gaSvebis mizniT movniSnoT dokumentis 

is adgili, romlidanac unda daiwyos makrosis Sesruleba da 

gamoviyenoT Cawerili `cxeli klaviSis~ kombinacia an swrafi 

wvdomis panelze ganTavsebuli Rilaki, Tu igi manamde iyo Seqmnili. 
 

 
sur. 13.3. dialoguri fanjara Macro 
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makrosis Sesrulebaze gaSveba agreTve SeiZleba View menius 

Macros qvemenius Macros ⇒  View  Macros brZanebiT, romlis drosac 

gaixsneba Macro dialoguri fanjara (sur. 13.3), romlis Macro Name 
velSi SevarCioT Sesasrulebeli makrosi da mausiT davawkapunoT 

Run Rilakze. imave fanjris Step Into da Edit RilakebiT ekranze 



gaixsneba am makrosis Sesabamisi Visual Basic-is enaze Cawerili 

programa da momxmarebels saSualeba eZleva Seitanos masSi saWiro 

Sesworebebi an moaxdinos programis redaqtireba. Delete RilakiT 

SesaZlebelia romelime makrosis waSla, xolo Organizer ... RilakiT 

ixsneba imave saxelwodebis dialoguri fanjara (sur. 13.4), saidanac 

SeiZleba SeirCes am makrosis stili da proeqtis elementis 

mniSvneloba, moxdes misi kopireba, waSla an saxelis Secvla.  
 

 
sur. 13.4. Organizer dialoguri fanjris Style CanarTi 

 

makrosis zemoT aRwerili brZanebebis Sesruleba 

SesaZlebelia damatebiTi Developer menius Code qvemenius brZanebebis 

saSualebiT (sur. 13.5). gulisxmobis principiT es meniu Word-is 

pirvelad CarTvis momentSi ar Cans ekranze. misi CarTva-gamorTva 

SeiZleba Office Button meniuSi Word Options dialoguri fanjris 

Popular CanarTSi Show Developer tab in the Ribbon CamrTvelis 

moniSvnis saSualebiT. 
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sur. 13.5. Developer menius Code da Controls qvemeniu 

 

Microsoft Office Word 2007 saSualebas iZleva avarCioT 

makrosis usafrTxoebis momarTvis makro-parametrebi, risTvisac 

damatebiT Developer menius Code qvemeniuSi aris brZaneba Macro 
Security. misi saSualebiT, Tu kompiuterze aris dayenebuli 

antivirusuli programa, xdeba usafrTxoebis parametrebis 

momarTva. Tu dokumenti Seicavs makrosebs, maSin vidre gaxsnilia es 

dokumenti misi virusze Semowmeba xdeba. Cven SeiZleba SevcvaloT 

usafrTxoebis momarTvis makro-parametrebi da es cvlileba 

moqmedebs mxolod Word-Si da ar exeba Office-is arcerT sxva 

programas. 

Tu gvsurs davweroT makrosi Visual Basic-is enaze, maSin 

gamoiyeneba Developer menius Code qvemenius Visual Basic brZaneba, 

xolo samuSao furcelze Visual Basic-is iaraRebis gamoyeneba 

SesaZlebelia Developer menius Controls qvemenius brZanebebis 

saSualebiT. 

 
 

 

14. beWdva 

 

dokumentis winaswari daTvalierebis reJimi. imisaTvis, rom 

sabeWdi gverdi mTlianobaSi davaTvalieroT, Office Button  Ri-

lakiT CamoSlil meniuSi SevarCioT Print ⇒ Print Preview brZaneba 
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an swrafi mimarTvis instrumentebis panelze davaWiroT   – Print 

Preview Rilaks. gamonaTdeba dokumentis is gverdi, romelSic idga 

kursori da reJimis instrumentTa paneli (sur. 14.1), romlis 

RilakebiTac xdeba Semdegi operaciebis Sesruleba:  

 

 
sur. 14.1. Print Preview  meniu 

 

Print qvemenius Print RilakiT xdeba gadasvla Print (beWdvis) 

brZanebis dialogSi, xolo Options RilakiT moxdeba Word Options 

fanjris Display CanarTis gaxsna, saidanac SeiZleba beWdvis 

parametrebis momarTva;  

Page Setup qvemenius Margins RilakiT SeiZleba furclis 

mindvris, Orientation RilakiT _ mimarTulebis da Size  RilakiT _ 

zomis parametrebis momarTva an Page Setup qvemeniuSi  isarze 

mausis dawkapunebiT gaixsneba Page Setup fanjara (sur. 5.2);  

Zoom qvemenius Zoom RilakiT gaixsneba imave saxelwodebis 

dialoguri fanjara, sadac Zoom to velSi gadamrTvelebis 

saSualebiT SeiZleba avirCioT dokumentis gverdebis Cvenebis 

reJimebi (sur. 14.2). RilakiT 100% _ dokuments vaCvenebT Tavisi 

sruli zomiT, One Page _ mxolod erT gverds, Two Pages _ 

erTdroulad or-or gverds, xolo Page Width _ dokumentis 

gverds aCvenebs ekranis mTel siganeze.  
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sur. 14.2. Zoom  dialoguri fanjara 

 
Preview qvemenius Show Ruler CamrTvelis almiT moniSvnis 

SemTxvevaSi CairTveba saxazavi, Tu almiT moniSnulia Magnifier 

CamrTveli maSin CarTulia e. w. `gamadidebeli SuSa~ _ `lupa~ da 

dokumentis furcelze mausis dawkapunebiT SegviZlia aRniSnuli 

monakveTi gavadidoT an SevamciroT. Tu es CamrTveli ar aris 

moniSnuli, maSin am reJimSic SegviZlia ganvaxorcieloT dokumentis 

redaqtirebac. Shrink One Page RilakiT SesaZlebloba gvaqvs 

dokumentis moculoba erTi gverdiT SevamciroT Sriftis zomis 

Semcirebis xarjze. Next Page RilakiT xdeba gadasvla dokumentis 

momdevno gverdze, xolo Previous Page RilakiT dabruneba wina 

gverdze; Close Print Preview RilakiT gamosvla winaswari 

daTvalierebis reJimidan.  
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sur. 14.3. Print dialoguri fanjara 

 

dokumentis dabeWdva. dokumentis dasabeWdad Office Button 

 RilakiT CamoSlil meniuSi SevarCioT Print ⇒ Print brZaneba an 

gamoviyenoT klaviSTa kombinacia <Ctrl>+<P>. gaixsneba Print 

dialoguri fanjara (sur. 14.3). dialogis All gadamrTvelis CarTva 

gamoiwvevs mTeli dokumentis dabeWdvas. Pages gadamrTveli 

gamoiyeneba konkretuli gverdebis an maTi diapazonis dabeWvdisas. 

am SemTxvevaSi mis gverdiT mdebare velSi unda mieTiTos diapazoni 

an gverdis nomeri. magaliTad, 5-17 – Tu dasabeWdia dokumentis 

garkveuli diapazoni mexuTe gverdidan meCvidmete gverdis CaTvliT, 

12 – Tu dasabeWdia mxolod erTi meTormete gverdi, -9 – Tu 

 
203 

 



dasabeWdia dokumenti dasawyisidan mecxre gverdis CaTvliT, 25- – 

Tu dasabeWdia dokumenti ocdamexuTe gverdidan bolomde, 7,12,25-32 

– Tu amosabeWdia dokumentis meSvide, meTormete gverdebi da 

gverdebi 25-dan 32-mde.  

Number of copies velSi SeirCeva dasabeWdi aslebis 

raodenoba. Tu printeri mzadyofnaSia, beWdva daiwyeba OK Rilakze 

daWeriT.  

dokumentis dasabeWdad SeiZleba swrafi mimarTvis instru-

mentebis panelze   – Quick Print Rilakis gamoyeneba an Office 

Button  RilakiT CamoSlil meniuSi SevarCioT Print ⇒ Quick 

Print brZaneba. am dros Print dialoguri fanjara ar gaixsneba. 

beWdva moxdeba im parametrebiT, romlebic Word-s aqvs 

gulisxmobis principiT. 

 

 

 

15.WORD 2007-is damatebiTi SesaZleblobani 

 
Office Button menius Prepare, Send da Publish brZaneba.  

Microsoft Office Word 2007-Si Word-is wina versiebisagan 

gansxvavebiT Office Button meniuSi damatebuli aqvs zogierTi axali 

brZaneba, rogoricaa Prepare (momzadeba), Send (gagzavna) da Publish 

(gamocema). mokled ganvixiloT TiToeuli maTganis daniSnuleba: 

1. Prepare – am brZanebiT xdeba dokumentis momzadeba 

ganawilebisaTvis. am brZanebis arCevis Semdeg Prepare the document 

for distribution velSi Tu avirCevT: 
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• Properties (Tvisebebi) brZanebas, menius instrumentebis 

panelis qveS gaixsneba Document Properties damatebiTi 

fanjara, sadac SeiZleba samuSao davTris zogierTi 

parametrebis warmodgena da redaqtireba. rogoricaa, 

samuSao davTris avtori, dasaxeleba, sagasaRebo sityva, 

komentari da sxva; 

• Inspect Document (dokumentis Semowmeba) brZanebas, maSin 

gaixsneba Document Inspector damatebiTi dialoguri 

fanjara, sadac Sesabamisi punqtebis moniSvnis gziT 

SeiZleba Semowmdes samuSao davTris damaluli 

metamonacemebi da piradi informacia;  

• Encrypt Document (dokumentis daSifvra anu paroliT 

dacva) brZanebas, maSin gaixsneba Encrypt Document 

damatebiTi fanjara, romlis Password velSi avkriboT 

paroli da davaWiroT OK Rilaks, gaixsneba parolis 

damowmebis dialogis fanjara Confirm Password, romlis 

Reenter Password velSi avkriboT igive paroli da isev 

davaWiroT OK-s. 

• Restrict Permission (dokumentze mimarTvis SezRudva) 

brZanebas, maSin gverdiT CamoiSleba fanjara, romlis 

mixedviTac momxmarebels ezRudeba dokumentze mimarTva 

(redaqtirebis, kopirebis, dabeWdvis da sxva); 

• Add a Digital Signature (cifruli xelmoweris damateba) 

brZanebas, maSin igi iZleva samuSao davTris mTlianobis 

garantias da dokuments emateba uxilavi cifruli 

xelmowera; 
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• Mark as Final (finaluri marka) brZanebas, maSin dokuments 

mieniWeba finaluri marka, moxdeba misi Senaxva da 

SemdgomSi mas mieniWeba atributi faili mxolod 

wakiTxvisaTvis; 

• Run Compatibility Checker (Tavsebadobis Semowmeba) 

brZanebas, maSin moxdeba dokumentis Semowmeba, Tavsebadia 

Tu ara igi Word-is wina versiebiTan.  

2. Send – am brZanebiT xdeba dokumentis gagzavna sxva 

momxmareblebisaTvis. am brZanebis arCevis Semdeg Send a copy of the 

document to other people velSi Tu avirCevT: 

• E-mail (eleqtronuli fosta) brZanebas, maSin dokumentis 

aslis gagzavna SegviZlia eleqtronuli fostiT, werilze 

failis mibmis saSualebiT; 

• Internet Fax (internet-faqsi) brZanebas, maSin dokumentis 

gasagzavnad unda gamoviyenoT internet-faqsis 

momsaxurebis reJimi. 

3. Publish – am brZanebiT xdeba dokumentis sxva 

momxmareblebisaTvis ganawileba. am brZanebis arCevis Semdeg 

Distribute the document to other people velSi Tu avirCevT: 

• Blog brZanebas, maSin SegviZlia SevqmnaT arsebuli 

dokumentis blog-posti internet-brauzeris gamoyenebiT; 

• Document Management Server (dokumentis marTvis 

serveri) brZanebas, maSin samuSao dokumenti SeiZleba 

gavyoT da SevinaxoT igi dokumentis marTvis serverze; 
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• Create Document Workspace (dokumentis samuSao aris 

Seqmna) brZanebas, maSin SeiZleba SevqmnaT am samuSao 

dokumentis saiti (are) da iq gvqondes misi 

sinqronizebuli lokaluri asli. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


